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General Information About This Manual

This manual is designed to provide State employees with an overview of the eSTART Time and
Attendance System. This manual provides basic procedures; however, you may need to seek
clarification on specific agency procedures or rules from your agency personnel manager or
supervisor.

Nothing in this handbook should be construed to amend any laws, regulations, policies or
procedures established by the State of Alabama or specifically the Alabama State Personnel
Department.

Certain procedures contained within this manual are subject to change or revision without prior
notice. Employees will be notified as soon as possible when changes or revisions occur.

All leave accruals and usages in eSTART are estimates and/or projections that are based on the
concept that all employees earn leave and have leave to use. These estimates and projections may
not be accurate.
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Getting Started

Importance and Benefits of eSTART

Purpose

It is important that your employees are compensated accurately. To make this happen, you need to
manage employees’ worked and non-worked hours, as well as attendance issues, in an efficient and
timely manner. The application supports your ability to perform these tasks so that the data sent to payroll
is accurate.

eSTART provides the following benefits to the State of Alabama:

Provide system-wide accountability in time and labor management.
e Provide up-to-date accrual balances and projections.

e Assists with standardization and accuracy of payroll process.

e Provide employees access to their leave balances.

¢ Eliminate manual processes ensuring cost and paper reduction.
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Roles and Responsibilities

Purpose

Each employee and manager has responsibilities that are important in the payroll process. Each person’s
role determines the responsibilities and tasks that he or she performs in the application.

Common Employee Tasks
On a daily basis or as-needed basis, employees perform the following tasks:

¢ Enter time data using a clock device or PC.

Request time off.
Review and approve timecard each pay period.
Review schedules, punches, and leave accruals.

View Inbox.
Request extended leave cases.

Common Manager Tasks
On a daily basis, managers perform the following tasks:

e Check for timecard exceptions and make edits when applicable.
¢ Handle unexpected absences and missed time.

o Enter non-worked time for employees.

e Make schedule changes.

On a pay period or as-needed basis, managers perform the following tasks:

e Schedule employees for a specific time period.

Monitor timecards and reports to facilitate payroll processing.
Review and approve timecards.

Request backup coverage.

Manage time off requests.

¢ Initiate extended leave case for employee.

» Create personal HyperFind queries.

Common Agency Administrator Tasks
On a pay period or as-needed basis, typical Agency Administrator tasks include:

¢ Sign off timecards.
o Perform final audit of time records.
o Add specific pay codes to employee timecards.
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Common Leave Administrator Tasks
On a pay period or as-needed basis, typical Leave Administrator tasks include:

e Determine eligibility and open leave cases.
o Administer leave cases.
¢ Run leave reports.

Common State Administrator Tasks
On a pay period or as-needed basis, typical State Administrator tasks include:

e Run reports.
¢ View/Update People records.
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Logging On

Purpose
The eSTART log on page provides access to all the features of the eSTART application where you
perform your time and attendance tasks.

User Name and Password

If you use a computer and log on to the State’s network, your User Name and Password will be the same
as used to log into that network for the eSTART system. This is usually your full email address:
john.doe@finance.alabama.gov.

If you do not have a network ID, your User Name will be provided by your Agency Administrator. The
User Name will ordinarily be firsthame.lasthame. An initial password will also be provided that must be
changed at first sign on.

Exercise

You, as a manager, log on to the eSTART application to review and work with your employees’ timecards
and scheduling data. It is a best practice to review this application each work day.

eSTART - Train
State of Alabama

User Name

®
Workforce Central version703

Password

1 Access the eSTART log on page.

2 Enter your user name and password in the designated fields.

3 Click the Log On button or press the Enter key on the keyboard.
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The Inactivity Timeout and Signing Out

Purpose

eSTART provides security to prevent other people from accessing your information. It also helps keep
your employees’ information confidential.

Regaining access after the inactivity timeout

The inactivity timeout protects sensitive information in the application. If the application does not detect
activity within a specific amount of time, it attempts to automatically log you off. To regain access to the
application, you must click Yes when asked to remain logged in. When you regain access, the application
restores the last page you were viewing.

¥Warning

Wour session is about to time out,
Do youwwant to remain logged in 7

[ Yes | Mo

m Best Business Practice

The inactivity timeout message displays if there is no activity for 30 minutes.

@ Caution
If you do not click Yes after receiving the inactivity timeout, you are logged out of the
application. You will lose all unsaved edits.
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Signing Out of eSTART

Upon completion of your tasks, you must sign out of eSTART to ensure that your employees’ information
remains confidential.

eSTART Iohns Managerl
State of Alabama Sign Out

Clicking the Close (X) button without first signing out can leave your connection to the
application open, which might allow unauthorized people to view and edit your information.

Tip

eSTART is a browser-based application. However, you should not use the browser’s navigation

controls—the Back button on the toolbar, for example. Only use the links inside of eSTART to
do your work.

®
@ Caution
V

Q- @) & &




eSTART Managing Timecards and Schedules Course Guide for Managers

Navigating eSTART

Introducing the Navigator
Purpose

After you log on to eSTART, your Navigator pane displays. The Navigator is a customized view of the
time and labor information that is important to completing your daily work tasks. It is designed to be
simple with easy-to-use views. You should take a few minutes to get acquainted with its navigation
features.

Navigator Components

The Navigator consists of four main components; Alerts, Workspace, Workspaces carousel, and
Workspace tabs.

Workspace Tabs Alerts Workspaces Carousel

Time Period Current Pay Period =il Show AL-AlMome and Transferre (2] & (=] -
.
Exceptions 15| 74
Current Pay Period w I EE AL-AEHONe g Trae W Q
Name Missed Punch  Punch Exceptions Lunch Exceptions Unexcused / Un.. Holiday Skipped Total Gl

Manager 1, kA 3
Purchi, PennyA
* dwardA

Totak: o o 0 6 0 6 —

Navigator Description
Component

Alerts Your Navigator contains two alerts, Exceptions and Requests, which have been configured to
notify you when specific events or conditions occur. Because the alerts always display in your
Navigator, you will know immediately if something requires your attention.

Workspace Your Navigator contains two other workspaces. A workspace is a layout designed to
accommodate a specific business need. The manager workspace is the default or “home”
workspace.

Workspaces Since the manager’s Navigator is configured to include more than one workspace, all

carousel workspaces other than the home workspace are listed in the Workspaces carousel. You can

display additional workspaces in your Navigator by selecting them in the Workspaces carousel.

Workspace tabs | When a workspace is displayed in the Navigator, it will have an associated tab. You can use the
workspace tabs to switch between or to close displayed workspaces. The manager workspace
cannot be closed.
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Viewing Workspaces

Purpose

Your Navigator is configured to provide more than one workspace. The default workspace for Managers
is the Manager workspace, but you can select other workspaces to display. Additional workspaces
include:

e Employee Workspace — displays your individual timecard, calendar and request for leave
functions.

e eSTART Online Resources - displays eSTART resources including job aids, training videos, etc.

Example

1 To open the Workspaces carousel,
click the Workspaces tab.

@ Workspaces ~

2 Click the arrows to rotate through
the available workspaces.

[ 2 of 2 Ttems ]
3 To select a workspace, click it.

Note: To close the Workspaces
carousel without selecting a
workspace, click the Workspaces
tab again.

eSTART Online Resources

\@) Workspaces a . |

The selected workspace opens and a tab for the workspace is added. The Workspaces carousel closes.

eSTART Train Jc_lhnA Managerl
State of Alabama Sign Out

# Manager Workspace @ eSTART Online Resources /%

eSTART Online Resources -
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Switching between workspaces

After selecting workspaces from the workspace carousel, you can switch to a different workspace by
selecting the associated tab. Note that your home workspace will be indicated by a ™ in the tab. The
refresh button is used to refresh the page.

eSTART-Train JohnA Managerl

State of Alabama Sign Out

™ Manager Workspace ' | @ eSTART Online Resources

Exceptions

Closing aworkspace
To close a workspace and return it to the carousel, click the X. The refresh button can be used to refresh
the page.

eSTART-Train JohnA Managerl

State of Alabama Sign Out

W Manager Workspace # eSTART Online Resources m

eSTART Online Resources  ~
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Using the Navigator

Each workspace in your Navigator contains task-oriented widgets or views in eSTART, which enable

managers to complete their most frequent tasks.

The following illustration shows the manager workspace configuration, including the Exceptions and

Reconcile Timecard widget.

Synchronized Search Criteria

¢START-Train JohnA Managerl
State of Alabama Sxgn Out

Related Items

Show  AL-AHome and Transferre | »

&

Current Pay Penod :”5 AL-A) Home and Trae, W

Name Miss.. Pun.. len.. Unc. Holi. Tota,
Manager 1, JurerA

Punchl, PennyA

Exermpt ], EdwardA

Newby 1, Nelda

Starmp 1, SandyA

Timacard Schedule People Reports Leave Cases

RECONCILE TIMECARD VIEW

Last Refreshed: 11:95AM

Actions ¥ Punch * Amaunt ¥ Schedule ¥ Leave ¥

< . Unexcused Vssed -
Name A Eary n
Absence Punch

v

v

Widgets

Workspace Description

Components

Synchronized Search | These elements can be synchronized with certain widgets so that these selections are used
Criteria instead of choosing them separately within the different widgets.

information or tasks.

Widgets Widgets are self-contained components that are used to access specific eSTART

Related Items Widgets that are available, but not displayed in the selected workspace, are accessed via
the Related Items pane. They can be clicked/dragged into an open workspace, or clicked to
open the widget in a temporary workspace.

10
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The Related Items pane
Widgets that are available but not displayed in the selected
workspace are accessed via the Related Items pane. They

*
can be clicked or dragged into an open workspace, or *
clicked to open the widget in a temporary workspace.
e Click the arrow in the upper-right corner to open and
close the Related Items pane.

e Use the scroll buttons at the top or bottom of the | Manage My Requests
pane to view additional widgets within the pane. _

| . Work and Absence Summary

Managing Open Widgets

There may be occasions when you will see more than one widget open in the workspace, for example
when you drag a widget to the workspace. To maximize a specific widget to fill the workspace, click the
Resize button in the upper right-hand corner of the widget. You can click the same button in a maximized
widget to return it to the default widget size.

M Manager Workspace

Time Period  Current Pay Periog

Exceptions

Current Pay Period - | B2 AL-AllHome and 1w |

11
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Navigating Widgets in eSTART

Purpose

eSTART pages allow you to perform less common or more complex tasks. You can use widgets in
eSTART to display these pages and complete these tasks.

The key areas of eSTART Pages

eSTART pages contain four main areas: Quick Links, search tools, the action bar, and the work area.

Quick Links Search Tools
Timocard  Schedule i’fop*l(.poﬂ) Leave cnu] v
RECONCILE TIMECARD VIEW

l Actions ¥ Pusch v Amount ¥ Schedule v Leave ¥ l

Unexcused L

a5 Ursched Totals Up
Absence Punch

Eary n Late n Early Out Late Out Holday Stgped

v v v v :
v v v ” :
Action Bar Work Area
Areas Description
Quick Links Allows you to quickly access the Timecard, Schedule, People record, Reports or Leave

Cases related to any employees you select from the Name column.

Search tools Include:
e Show field where you can select a specific set of employees

e Time Period field where you select the timeframe for which you want to view
schedules and timecard data

Action bar Allows you to perform tasks to selected employees, such as editing punches, approving
timecards, and other common tasks.

Work area The work area contains detailed information about the employees in the selected time
period, as well as the action bar, which contains selections for modifying data.

12
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Exercise

Select certain employees and access the right-click menu.

1 In the work area, highlight Junior
Manager and Penny Punch.
5 Which system component do you
2
want to access? Timecard | Schedule | People | Reports | Leave Cases
e To access timecards for
the selected employees, RECONCILE TIMECARD VIEW
click the Timecard quick Can
link or right-click, then Last Refreshed: 10:15AM
select Timecard.
e To access the Schedule
Editor for the selected Actions ¥ Amount * Schedule * Leave ¥
EifloEEs, C.IICk _the Unexcused Miszed
Schedule quick link or Hame 14
" - Absence Punch
right-click, then select Exempt1
empt1, . .
Schedule. Right Click
e To access the People Manager1 v v
Editor for the gelected Mewby1, Neila E-mail =
employees, click the Bunchi Pennv s P
People quick link or right- + PEATY. Add Amount —=»
click, then select People. Stamp1, SandyA Timecard -
e To access the Reports for Schedule -
the selected employees,
click the Reports quick People —=»
link or right-click, then Reports —
select Reports. —
e To access the Leave
Cases for the selected
employee(s), click the
Leave Cases quick link.
Click the Resize button in the upper
3 1 1 " v T
right-hand corner of the widget to Reconcile Timecard = dalke:
return it to the default widget size.
- Back to Reconcile Timecard
Timecard | Schedule | People | Reports | Lesve Coges
RECONCILE TIMECARD VIEW

Tip
There are various ways to select employees:
=

o Use the Ctrl key to select more than one employee not listed next to each other.

e Use the Shift key to select all employees listed between two employees, including the
two employees.

e Click and drag the mouse to select employees.

13
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Synchronized Search Criteria

The Time Period field allows you to set the timeframe you want to view, such as the current pay period or
a particular timeframe in the past.

The Show field allows you to display a group of employees. The default setting for the Show field when
you log on is AL-All Home and Transferred-In, which displays all employees that report to you. You can
use the Show field to further refine your selection to include employees in a specific group, such as only
those employees who are working in a particular area or on a particular shift.

 Manager Workspace
=

Time Period | Previous Pay Periad (=2 \[Show  AL-AllHomeand Trans| =] (852
S T 3% e Timeo, Previous Pay Period AllHome Locations
Alicd| Reendielimed Current Pay Periad AL-All Home and Transferred-In
Current Pay Period q EE AL-AllHome and'lq () € BecktoRe Nextpay Period Arrears Employees

Previous Schedule Period Current Employees

Timecard | Schedule

Current Schedule Period Select Locations
Name v Miss.. Punc. Lunc. Une.. Holi.. Total RECONCILE TE J
Last Refrashed: 4 et Schedule Period e =
ast Refreshed:
Stampl, SandyA 9 9 Week to Date Time Period | Current Pay Period
Punchl, PennyA 2 2 Last Week
Mewbyl, NeilA 0 Actions ¥ Am
Yesterday
Managerl, JuniorA 2 2 N ’ Zarly Late I Early Out Late Out
ame 1/ Tod Zarl ate In arly Ou ate Ou
Exemptl, EdwardA 0 e

Exemptl, Edwardd Yesterday, Today, Tomorrow

Manager1, Junior& Yesterday plus 6 days
Newby1, Neil&

vyl el Last 30 days

>, R

Stamp1, SandyA

You may set the widgets in the workspaces to use the same time period and employee list (Show field).
After you select Previous Pay Period from the Time Period field and the Arrears Employees from the
Show field, click Synchronize.

Synchronize

Time Period Previous Pay Perod w/ @ Show ArrearsEmployees

Excaptions y ‘HE"Z Reconcle Temecard - O

[Vxe'-'ox Pay Perd w IS5 ArewsErgloyees v ] Q *
l*jm' Timecard Schedule People Reports  Leave Cases
Name Missed.. Punch .. Lunch .. Unexc.. Holda.. Total
RECONCILE TIMECARD VIEW e
Stamp1, SandyA 9 b Last Refreshed: $29AM ] B
Purchi, PennyA 2 2 1 5 ) ) )

Notice all three Show drop-downs are now set to Arrears Employees and Time Period is set to

Previous Pay Period.

14
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Also located on the Synchronized Search Criteria bar is the “person” icon. It is located to the right of

the Show drop-down and can be used to temporarily filter the selected HyperFind query.

Exercise

You want to view only the employees who report directly to you. Since Sandy Stamp reports to Junior
Manager, you want to temporarily remove Sandy from the employee listing.

1 Se|ect the “per‘sorf7 iCOn_ Time Period Current Pay Period »/if  Show AL-Al Home and Transferre '(&3 [¢=h)
h—
2 | Alist displays With the _ RS 5]
employee names included in
the selected HyperFind. dm & seteceaty

Exempt1, EdwardB
Manager 1, Juniork
Punchi, PennyB
Stamp1, SandyB

-

=

-

Done

3 | Totemporarily remove Sandy
Stamp from the HyperFind rreats Employecs Q
guery, select her name from &L &L selected 1]

the right side of the pane and Stampt, SandyB Exemptt, Edwards

move it to the left side using the Manager1, Juriord

single left arrow. Punch1, PennyB

Done

4 Click Done.

5 The “person” icon will now display
the number of employees

remaining in the HyperFind. Time Period Previous Pay Period v)iZ Show ArearsEmployees -( 4 2) ) c:)]

15
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Steps
6 Click Synchronize again to update
the employee listing in both =y
widgets.
7 The employee listing will be
modified to exclude the person(s) ! # Manager Workspace ** ;

who were removed above.

Exceptions

Current Pay Period - E 4 Employee(s) Select »

Hame

Manager1, JuniorA
Punchi, PennyA
Exempt1, EdwardA
Mewby1, Neila

Note

This change is temporary. To return to the original listing, select the original HyperFind from
the Show drop-down or open the “person” icon again and return the removed employee names
to the “Selected” pane.

To close an open widget, click the widget’s gear icon and select Close to return the widget to the Related
Items pane.

Reconcile Timecard ~ ~ @2

48 | Backto Reconcile Timecard
-

16



eSTART Managing Timecards and Schedules Course Guide for Managers

Managing Exceptions for Non-Exempt Employees

Using the Exceptions Alert

Purpose

Your Navigator is configured to receive exceptions alerts. If one of your employees has triggered a time
exception that requires your attention, you will see an Alerts icon at the top of your Navigator when you
log in.

Click the Alert icon to see a list of the exceptions. Select an employee from the list to view the details of
the exception. The Exceptions widget displays.

Exceptions Alert Category X

v AL - Exceptions Alert (2)

{h Punchl, PennyA has 3 exception(s) [6/16-6/30]

{h Manager!, JuniorA has 3 exception(s) [6/16-6/30)

View All

The View All button opens the Alerts and Notification Widget. This widget is used to view a history of

alerts.

eSTART-Train JohnA Managerl
State of Alabama Sign Qut

A Manager Workspace @ Alerts and Notification Widget 1%
Alerts and Notification Widget

@2 L Exceptions Alert Category

¥ AL - Exceptions Alert (2)

Punchl, PennyA has 3 exception(s) [6/16-6/30]

Managerl, JunicrA has 3 exception{s) [6/16-6/30]

Once opened, the alert category can be changed from Exceptions Alert to Request Manager Alert by
selecting the round icons on the widget. Once selected, the icon changes to an orange color. The third

icon is for “uncategorized” alerts and is not used.

17
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Viewing the Exceptions Widget

Purpose

When non-exempt employees forget to punch, or punch in early or late, their pay may be impacted.
Therefore, it is your responsibility to resolve any discrepancies to ensure that employees are paid
correctly. In addition, unresolved missing punches can delay payroll processing. The Exceptions widget
allows you to recognize and resolve the most common types of exceptions.

The Summary View

In the Summary View, the Exceptions widget displays a list of your employees for the time period and
HyperFind selected at the top of the widget. It organizes the employee exceptions by type. The exception
types displayed include missed punches, punch exceptions (such as late or early), lunch exceptions
(short), unexcused or unscheduled hours, and holiday skipped.

M Manager Workspace
Time Period  Current Pay Period Tj_ai Show | AL-All Home and Trans TJ
Exceptions
Current Pay Period TJ L AL-Al Home and 'I_J [a
Name Missed Punch Punch Excepti Lunch Excepti Unexcused { Uns... Holiday Skipped Total
Punchl, Pennyd 1 1 4 6
Managerd, Juniord 5 5
Stampl, Sandyd 5 5
Exemptl, Echwvard, 0
Mewbyl, Meild, 0
Total: 1 1 0 14 0 16

Note

The Exceptions widget is one of two places in eSTART where employee exceptions can be

edited. Editing exceptions in an employee’s timecard will be covered in a later module.
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Details View by Exception Type

To access the Details view by exception type, hover your cursor over the exception type column heading

and then click the Details button.

Lunch Exceptions Unexcused / Unsched Holiday Skipped
10
1
1

This view shows all employees that have the same type of exception. Note that only dates with
exceptions displays on the summary page.

= Stampl, SandyA

Date  Pay Code
Maen 3/03

Tue 3/04

Wed 3/05

Amount

ey Sowscheie [

In Qut Transfer Daily Sum
9:00am 12:00pm

1:00pm 5:00pm .00 T:00
8:00am 12:00pm
1:00pm 5:00pm 800 15:00
8:00am 12:00pm
1:00pm 5:00pm 800 23:00

The Details View

Details for exceptions can be viewed by employee or by exception type. In either case, the Details view is
where exceptions are resolved for non-exempt employees.

Details View for an Employee(s)

1 Select Previous Pay Period.

Select Junior Manager and
Penny Punch.

Tip: Hold down the CTRL key
to select multiple employee
names.

Click the View Details button.

MName i

T 1 Skl
' Y

Managerl, Junior&
Punchl, PennyA

= prTawY

Newbyl, Neild

_.ij"*-J‘*"J

(| View Details (2) Total:
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This view shows all exceptions for the employee(s) selected. Note that only dates with exceptions

displays on the summary page.

~ Punchl, PennyA [ ViewTimecard | ~ Show Schedule
Date | Pay Code Amount In Out Transfer Draily Sum
Wed 1/01  Mew Year's Day a:00 #:00 a:00
hdan 1406 #:00am 8:02am
- 12:00pm
L00pm S:00pm &:00 1z00
hon 1413 #:00am &:02am
- 12:00pm
L00pm S:00pm a:00 Ta00
= Managerl, JuniorA ViewTimecard .  Show Schedule
Date | Pay Code Amount In Out Transfer Daily Sum
Wed 1701 Mewr Vear's Day 00 &:00 00
Thu 1702 g:00am 12:00prm
L00prn - 4010 12:00
bl 1 (1A 20

Recognizing common exceptions and visual cues in Time Detail view

The Exceptions widget provides visual indicators to help managers quickly understand time issues that
require their immediate attention. The following table summarizes the most common visual cues.

Description | Visual indicator

In or Out punch cell is solid red

Missed or Double punch

In or Out time displays in red text

Early in or out/Late in or out

Date displays in red text

Unexcused absence

In or Out punches are in green text

Punch has been marked as reviewed

In or Out punches are in purple

Punch has been populated by the eSTART system

Date displays in blue text

Excused absence

Examples of the different exception types

Missed In/Out Punch

= Managerl, JuniorA

Date  Pay Code

Wed 1701 Mew Wear's Day

Thu 1/02

hAmm 1A

Amount
g:00

In Out
:00am 12:00prm
L00pm -

Aeslimsaty,  ShowSchedde
Transfer Daily Sum
00 &:00
400 1200

Tenn
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Early In/Out Example

« Managerl, JuniorA, M
Date  Pay Code Amount In Out Transfer Da
Wied 1701 Mew Year's Day a:00 LR
Thu 1702 8:00am 12:00pm
[ 4
klon 1706
Wed 1708 1L:00am
4000m i
Thu 1/09 3:00arm Eatly In
100pm [Mark the punch as reviewed to acknowledge the 4
exception, or if you have the appropriate access
rights, double-click the punch to correct it if it was E
entered erroneausiy)

Unexcused Absence Example

» Managerl, JuniorA

Date Pay Code Amount In Out

Wed /01 Mewr Year's Day &:00
Thu 1,02 4:00arm 12:00pm
L00prm -

Man 106

veed Lt Unexcused Absence T:00arn 1L:00arn
) 12:00pm 400prm
[Add a pay code edit to record the reason for the
Thu 1/09  absence, or if punches were not entered by mistake, ®00am 12:00pm
double-click the in punch and the out punch to
recard the punches if you have the appropriate L00prn -

access rights.)

Transfer

i imed

Double Punch Example

For every In punch there needs to be a corresponding Out punch. Therefore, double-punches are usually
identified as a missing punch because the extra punch does not have a corresponding punch.

Exceptions e
Time Period  Previous Pay Period
Show AL-All Home and Trans...
) Summary
= Punchl, PennyA MiewTimesard ;| Show Schedule
Date | Pay Code Amount In Out | Transfer Daily Sum
Mon 2,03 F00am 8:025m
12:00pm
W g 800 8:00
Men 3/10 &00am 8:025m
- 12:00pm
1:00pm 500pm 800 18:00
Tue3/11 9:00am 1:00pm
200pm 6:00pm 800 56:00
Wed 312 300am 12:00pm
12:30pm 5:00pm 830 64:30
Mark as Reviewed Comment  AddPunch  Remove
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Action Buttons in the Details View

The following table lists and describes the action buttons you will see in the Exceptions widget. These
buttons allow you to resolve exceptions in non-exempt timecards.

Action Button Description

Save Saves changes to the database. Button becomes orange when changes have been made
but not saved.

Cancel Cancel changes that you have made prior to saving. Button becomes orange when
changes have been made but not saved.

View Timecard Allows you to view the non-exempt timecard view.

Show Schedule Allows you to view the employee’s schedule.

Mark as Reviewed Allows you to identify exceptions that have already been addressed. The color of the
exception changes to green and the Mark as Reviewed button changes to Unmark as
Reviewed.

Change to Scheduled This feature is not utilized at this time.

Comment Opens the Add Punch Comment dialog box. Select a comment.
Add Punch Opens the Add Punch dialog box and allows you to insert punches.
Remove Allows you to remove punches.

Justify This feature is not utilized at this time.
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Marking/Unmarking Exceptions as Reviewed

Purpose

Once you have reviewed an exception and resolved it, you can mark the exception as reviewed. The
exception will remain visible in the Exceptions widget and timecard, but the text color will be changed to
green. At any time, you can choose to unmark an exception as reviewed.

Exercise

On Wednesday of the previous pay period, Junior Manager arrived early to work because he needed
to leave early. Mark the exception as reviewed so it does not have to be checked again.

1 In the time detail view, select the
cell(s) containing the exception for
Junior Manager and Penny
Punch.

Note: You may hold the Ctrl key
and click your mouse to select
more than one cell.

2 To mark an exception as reviewed,

click Mark as Reviewed. In Out Transfer
Note: To unmark an exception as 700
reviewed, click Unmark as AT
Reviewed. 12.DUF|I‘T'I
&:00am
1:00prn
&:00arn 12:00prm

1:00prm -

(entor

3 Review the results.

« Managerl, JuniorA
Note: Click View Timecard to Date | Pay Code Amount In Out
access the full timecard for an Mon 2/17 | Washingten or Jeffer &00
employee. Wed 2/10 ' 7:00am ' 11:00am
12:00pm [ 4:00pm ]

4 Click the Save button.
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Attaching Comments to Punches
Purpose

Comments are predefined descriptive phrases you attach to a punch to provide additional, useful
information about that transaction. You may attach as many comments as needed to explain the punch.

Exercise

On Wednesday of the previous pay period, Junior Manager arrived early to work because he needed
to leave early. You have marked the exception reviewed. Now add a comment that the early arrival was
excused. Attach an “Early-Approved” comment to the employee’s 7:00 a.m. punch.

1 In the time detail view, select the
cell containing the exception. dmount Iy Out iaTranster Dail

2 Click Comment. T:00arm 1Li00arm

12:00pm &00prn 0
$:00am 12:00prm
L00prn O 41
#:00am 12:00pm
L00prn - 41

Unmark as Review... t Comment ’ Ady

3 From the list of comments, click to =
select the comment(s) you want to Aidd Punch Comment s

add.
@Early - Approved

|| Early - Unapprowved
Note: More than one comment can (] Excused - Network ar Clock ssue

be selected, if needed. O] Farmiy Care
4 ClICk OK. [] Late - Approved

|| Late - Unapproved
|| Missed Punch

|| Multiple Punches
L] Off-site

| Traffic

|| Unforeseen Event
L | Weather

Cancel

5 Click the Save button.

6 Confirm that the note icon displays

in the time detail view. Hover the In Out Transt
cursor over the icon to view the
comment.
T:00a 1L00am
- Cli i i 12:00prm L0

Note: Click View Timecard to Early - &pproved
access the full timecard for an & 0fam
employee.

S 100pm E
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Adding Missed Punches

Purpose

An employee might forget to punch in or out. When this happens, a solid-red box displays in the missed
In or Out cell. To add that punch, use the Add Punch feature to enter the missed time. The application
accepts multiple formats for entering punches in a timecard.

Exercise

Junior Manager notified you that he forgot to punch out on the first Thursday of the previous pay

period. The employee ended his shift at 5:00 p.m. From the Exceptions Detail view, enter a 5:00 p.m. out
punch.

1 Select the View Timecard button - Mangerd, Juniora |m |sw~s<-ue
from the Exception Detail screen. T ——— — = e liztita s S
Wed 2/19 T:00am 11:00am
12:00pm 4:00pm 800 2800
Thu 2/20 8:00am 12:00pm
100pm - 400 2800
Thu 2/27 8:00am 12:00pm
100pm - 400 56:00

2 Notice how the exception displays ©) Excepons e |
on the timecard.
[BETEH | Actions = Punch™ Amount | Accruals ™ Comment ™ Approvals ™ Reports ™ Leawe ™

Select the Exceptions Detail back -
arrow icon to return to the

B00AM | 12008 1-00PM

Exception Detail screen. & o i [ e .
3 In the time detail view, select the
cell containing the exception. ~ Managerl, JunicrA [MiewTimecar /|  Show Schedule B
Date  Pay Code Amount In Out Transfer Daily Sum
4 | Double-click the In or Out cell and T .
enter 5p directly in the cell. D00 i s 1600
Thu 12/19 Ballam 12:00prm
L00pm qb 400 20:00
Note: you can also use the Add Tha 12728 ol e
Punch button if desired. otprn - I T
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5

Click Save. Confirm that the

exception no longer displays in the

E73)

exception detail view.

If there are no other exceptions for
a given day, the day will no longer
display in the exceptions detail
view when you save.

Out

Transfer

enlingsysy,  ShowSchedue H

) o

Daily Sum

]

Select the View Timecard button
to review the change to the
timecard.

You must clear all items in the Missed Punch column of the Exceptions Summary view.
Administrators will not have the ability to sign off on payroll until all missed punches are

corrected.

Tip

You may return to the Exceptions Summary view from the Details view by clicking the back

arrow icon in the Details view.

@ Best Business Practice
=

-

Surmrnary
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Removing Punches

Purpose

As a rule, you should not remove punches from timecards because they represent actual times that
employees started and stopped working. However, there are some exceptions to this rule. For example,
an employee might inadvertently punch twice when starting or ending a shift. When this occurs, you will
want to remove the extra punch.

Exercise

Penny Punch could not remember if she punched in at the beginning of her shift on Monday of the
previous pay period. She punched in a second time to ensure that she recorded her start of shift time.
While reviewing the employee’s exceptions detail, you notice that two In punches display for the
employee’s start of shift on Monday. You want to remove the employee’s second In punch at 8:02 a.m.

1 Select the View Timecard button

from the Exception Detail screen. o MiewTimecard . | Show Schedule
In Out Transfer Daily Sum
8:00 8:00
8:00am 8:02am
- 12:00pm
1:00pm 5:00pm 8:00 16:00
9:00am 9:02am
- 1:00pm
2:00pm 6:00pm 8:00 56:00
8:00am 12:00pm
12:30pm 5:00pm 8:30 64:30

Comment Add Punch Remove

2 Notice how the exception displays
on the timecard. The double punch —
added a new line to the timecard.

%) Exceptions Details

Select the Exceptions Detail back
arrow icon to return to the
Exception Detail screen.

- —

10070 - smu - 890 500 16:00

00 - 1z00em 11000 - | 500 800 B0 3200
a0 - 1zoem 1.00m ~ | si00m a0 00 s
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3 Select the 8:02 punch.
Add Punch Comment Q
Click the Comment button and
select Multiple Punches. [] Early - Approved
Click OK. [] Early - Unapproved
[] Excused - Network or Clock Issue
SAVE THE PAGE BEFORE [] Family Care
REMOVING THE PUNCH |:| Late - Approved
[] Late - Unapproved
|| Missed Punch
[] Off-site
[ Traffic
] Unforeseen Event
[ Weather -
conce
4 Select the 8:02 punch again.
- HepTmennty,  ShowSchedle
5 Click Remove.
In Out Transfer Daily Sum
8:00 8:00
- 12:00pm
1:00pm 5:00pm 8:00 16:00
00am %02am
- 1:00pm
2:00pm 6:00pm &:00 56:00
8:00am 12:00pm
12:30pm 5:00pm 8:30 64:30
Comment Add Punch [ Remove
6 Click Save. Confirm that the
exception no longer displays in the o]
exceptions detail view.
. Cancel
If there are no other exceptions for l
a given day, the day will no longer
display in the exceptions detail
view when you save.
W Show Schedule =
Qut Transfer Daily Sum D
7 Select the View Timecard button

to review the change to the
timecard.
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Using Pay Codes to Track Non-Worked Time

Purpose

Pay codes keep track of the type of worked and non-worked time that is entered. It is important that hours
are tracked to the correct pay code so that employees are paid correctly. There are times when you might
have to edit an employee’s time data and use a pay code to track his or her non-worked time.

Exercise

Junior Manager was sick on Monday of the previous pay period. His timecard was not updated and
eSTART flags the date as an unexcused absence. Edit the employee’s timecard for the previous pay
period to reflect the sick leave.

1 Access the employee’s exception
Details view.

2 Hover the cursor over the Pay Code + Managerl, Juniora
cell.

Date | Pay Code Am

Maon 12/16
Wed 12/18

3 Click the green plus sign.
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4 Select the applicable pay code in the
Pay Code drop-down list.
: Pay Code Edit 5]
5 In the Amount field, enter the
number of hours. Effective Date 12/16/2013 |54
6 Click OK. Pay Code SICK LEAVE TAKEN q
Amount (hh:mm)* ( 3| j]
Cancel
7 Click Save.
Note: The date color will change ~ Managerl, JuniorA
from red to blue to indicate that the
absence is now excused. Rate | Pay Code Amount
SICK LEAVE TAKEN 800
Wed 12/18
8 Select the Summary back arrow
icon to return to the Exception Time Period  Previous Pay Period
Summary screen.
Show AL-All Home and Transf..,
« Summar}r]
9 Click the Refresh icon to update the
Exception Summary screen. [E
Notice the exceptions numbers are
reduced.

Acceptable formats for entering pay code hours

Acceptable Format | Example

Leading zeroes (optional) | 07

Interpretation by eSTART

7:00 hours

0830

8:30 hours

Colon 7:30

7:30 hours

Note: If you enter hours without a colon or a leading zero,
eSTART interprets your entry as is, which may be a much larger
number of hours than you intended. For example, if you enter
730 (without the colon or leading zero), eSTART interprets that
as 730 hours.

Decimal 8.5

8:30 hours
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Editing Time and Attendance Data in the Timecard

Accessing and Viewing Employees’ Timecards

Purpose

The Exceptions widget is not the only way to view employees’ time data. Use Related Items > Reconcile
Timecard to quickly access and review employees' time and attendance data. From Reconcile
Timecard, you can open employees’ timecards and make any needed adjustments prior to payroll
processing. Changes to employee time above and beyond what is managed in the Exceptions widget are
managed in the non-exempt timecard view.

Exercise

In reviewing Reconcile Timecard, you notice that several employees have time and attendance
exceptions. Open each employee’s timecard to review and adjust the data.

1 From the Related Items pane,
select Reconcile Timecard. Reconcile Timecard

2 In the Show drop-down list, the list

defaults to All Home and Timacard | Scheduls | Pasple | Reports | Leave Casas
RECONCILE TIMECARD VIEW
Transferred-In. v [ e TR v e [ ees ] m]

Actions ¥ Punch ¥ Amount ¥ Schedule ¥ Leave ¥

From the Time Period drop-down
list, select Previous Pay Period.

3 Select all employees.

4 Click the Timecard quick link.

Timecard } Schedule | People | Reports | Leave Cases

RECONCILE TIMECARD VIEW

OR Last Refreshed: 3:38PM
Right-click and select Timecard. G s = Ao~ Sediciiln = lesee
e ‘ Unexcused Mizzed
Fa Ahzence Punch

Exempt1
MEII‘IEIQBHIJ%JHI " emal = v
ey | Meild, el Amount —
Punch1, Penny & [ —) w
Stamp1, Sancy A ( Timecard = )

Schedule —=

People —=»

Reports —»
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5 If you selected more than one
employee, do one of the following: (——)
E 1, Echwv_. -
e Click the Next scroll button to Hame & 10 xemetl, P o ©1ors
move to the next emplo Time Peridy |Exemptl, Edwardst M
p, yee. Manager, Junior,
You can use the Previous Newhy ! , Neild,
scroll button to move to a s ¥ Comment ™ ARPY, b1 Pennya
previous employee. In Tradg{Stampd, Sancdvd  [f In Transter
e Select an employee from the B:00AM : ~
Name & ID drop-down list. 000k S.00Dk
Tip
There are various ways to select employees in a eSTART widget:
= . .
- e Hold the Ctrl key and click your mouse to select more than one employee not listed
next to the other.
e To select a group of employees listed together, use one of these methods:
o Click the first employee, then hold the Shift key and click your mouse to select
the last employee. This will select all employees in-between.
o Click and drag the mouse to select multiple employees.
Tip
To return to the Reconcile Timecard widget ki . }
. from an open timecard, click the Back to sk o Reconelle Timecar
Reconcile Timecard arrow icon.
Schedule | People | Repod
TIMECARD
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Non-Exempt Timecard Overview

There are three main areas on a timecard: Timecard Header; Timecard Workspace; and Timecard Tabs.

MECARD Hame & ID 10301 Q0205
Loaded: 2:01PM — Timecard Header
Time Period |Previ0us Pay Period hd |
@ Actions ¥ Punch ¥ Amount | Accruals ¥ Comment ¥ Approvals ¥ Reports ¥ Leave ¥ \
Drate Pay Code Amournt In Transfer Ot In Transfer Ot Shift Draily Cumulative
. . - 1
Tug 1217 - 5:004M - | 12:00PM 1:00PM - | S:00PM 00 | &00  |&00
Wied 12118 - ~|11:008M | 12:00PM - &00 | &00 | 1600
Thu 12119 - 004M ~ | 12:00pM - o0 a0 zooo
Fri12/20 - §:004M « 1zoem | Timecard ~ | 5:00PM &00 | &00 | 2800
Sat 12021 - - Workspace - 200
Sun 1222 - - - 2800 1
Mon 12423 - 5:004M - | 12:00PM 1:00PM - | S:00PM 00 | &00 | 3500
[Tue 12724 Christmas Eve | §:00 .00 44:00
el 12025 Chriztmasz Day | §:00 &:00 5200 |
bm_. p— I R S —— - R )_

TOTALS & SCHEDULE | LEAVE REPORTING PERIOD WIEW AUDITS) -
( Timecard
Start Time End Time Pay Code Amaunt
Al e Tabs E:00M 5:00PM £
ry— 4 Pay Code o m—— ~ Tue12A7 & 00 £:00Ph |
001/000041 0001 061 0001 -i-i- HOLIDAY EARMED | 16:00 L Wied 1218 F004M S:00PM
001 /00004 0001 0A 0001 -/~ HOLIDAY TAKEN 16:00 Thu 1219 G:004M S:00PM
001 /00004 0001 0A 0001 -4-/- REGULAR fe:00 Fri12/20 G:004M S:00PM

St 42

Timecard Area Description

Timecard Header Displays the following information:

e Employee’s name whose information displays in the timecard workspace and
timecard tabs.

e Employee’s identification number.
e Time period.

Timecard Workspace Displays the following information:

e Menu bar that contains selections for performing timekeeping tasks.
e  Grid containing dates for the selected time period.

e Time entry totals, including shift, daily, and cumulative hours.

Shift Total — Calculated total hours of all shifts worked on the selected day
(excluding totals for non-shift items such as pay codes).

Daily Total — Calculated total hours of the selected day, including pay codes.
Cumulative — Cumulative total up to and including the selected day.

Timecard Tabs Display additional information about how eSTART tracks employee hours. Three default
tabs display:

e Totals & Schedule — The area on the left displays the timecard totals. The
area on the right displays the Schedule for each day of the selected time
period.

e Leave Reporting Period View — Displays accrual codes and available leave
balances based on the date selected.

e Audits — Lists all edits made to an employee’s timecard.
Note: Additional tabs display based on actions you perform.
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Visual indicators display on a timecard when an exception occurs. For example, an employee might
forget to clock in or out, which causes a missed punch exception. An employee might clock in early or
late, which causes a punch exception.

"TIMECARD

Hame & ID 10301 © ©z202
Loaded: £19PM
Time Period |Previ0us Pay Period hd |
axg Actions * Punch * Amount | Accruals * Comment ¥ Approvals ¥ Reports ¥ Leave ¥
Diate: Pay Code Amournt In Transfer Ot In Transfer Ot Shift Daily Curmulative
New Year's .| 800 g00 | &00 -
Thu 102 - B:004M v |1200PM | 1:00PM ~-H o0 o0 1zoo
Fri1i03 - G004 + | 12:00PK 1:00PM + | S:00PK &:00 &:00 20:00
Sat 104 - - - 20:00
Sun 1105 - - - 20:00
- - - 20:00
Tue 1707 - G004 + | 12:00PK 1:00PM + | S:00PK &:00 &:00 25:00
Wied 1108 - v |1t:008M | 12.00PM - BO0 | &00 | 3600
Thu 1/03 - &00aM v |1200Pm | 1.00PM ~ o0 400 | 4ooo
Fri1it0 - G004 | 12:00PK 1:00PM + | S:00PK &:00 00 45:00
Visual Indicator Description
Blue-bordered date An excused absence for the day, such as Annual Leave, Sick Leave, or Jury
Duty
Red-bordered date An unexcused absence for the day
Red-bordered punch An exception, such as a late or early punch, or a short or long break
Green-bordered punch Exception has been marked as reviewed
Solid-red cell A missed punch
Purple A transaction that was added by the eSTART application
Yellow note icon in the top One or more comments are attached to the punch
corner of a cell

Calculating Totals

To see the effects of a change on the employee’s time before saving, use the Calculate Totals feature on
the Actions tab.

Actions Punch

Refresh
| Refresh Data

Calculate Totals [y
E-mail =

Print —=»

Print Screen =

Refreshing and Saving Data in Timecards

When you add and modify timecard data, eSTART displays your edits but does not save them
automatically. You must tell the application to save the data.

Visual Indicator

Description

Timecard title in with asterisk Unsaved edits

Red Flag indicates totals are not up-to-date

I.F TOTALS & SCHEDULE
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Adding Missed Punches

Purpose

An employee might forget to punch in or out. When this happens, a solid-red box displays in the missed
In or Out cell. To add that punch, you click the cell and type the missed time. The application accepts
multiple formats for entering punches in a timecard.

Exercise

Junior Manager notified you that he forgot to punch out on the second Thursday of the previous pay
period. The employee ended his shift at 5:00 p.m. Access the employee’s timecard and add a 5:00 p.m.
out punch on the employee’s timecard for the second Thursday of the previous pay period.

1 Access the employee’s timecard.

2 Select Previous Pay Period from
the Time Period drop-down list.

3 Click the Out punch cell containing

the missed punch exception. Hame & ID 10301 © ©20fs
Time Period |Previous Pay Period v

ruals * Comment * Approvals ¥ Reports ¥ Leave ™

In Tranzfer Ot I Transter
&008M - | 12:00PM 1:00PM
F008M - | 1Z:00PM 1:00PM
4 Enter 5p or 5pm in the cell. :
Tranzter Shift

SO0

Note: Always use the p or pm
g.00

when keying time into a cell.

5 | Select Actions > Calculate [Actions | Punch
Totals. Refresh
Ensure the changes you made are Refresh Data
correct. Notice the Daily and ([l caculate Totals |
Cumulative hours have now :
E-mail =
updated based on your changes. )
Print —=»
Print Screen —=»
6 Once you have determined the %
timecard/hours are correct select TIMECARD
the Save button. Last Calculated: 10:37AM
Date

@ Best Business practice
You must correct all Missed Punch exceptions on the timecards. Administrators will not have
the ability to sign off on the payroll until all missed punches are corrected.
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Adding Pay Code Hours to Timecards

Purpose

Pay codes keep track of the type of worked and non-worked time that is entered in the timecard.
Examples of pay codes include: Annual Leave, Sick Leave and Personal Leave Day.

It is important that hours are tracked to the correct pay code so that the employee is paid correctly. There
are times when you might have to edit an employee’s timecard and use a pay code to track his or her
worked or non-worked time, for example, when the employee calls in sick.

Acceptable formats for entering pay code hours

Acceptable Format | Example Interpretation by eSTART
Leading zeroes (optional) | 07 7:00 hours

0830 8:30 hours
Colon 7:30 7:30 hours

Note: If you enter hours without a colon or a leading
zero, eSTART interprets your entry as is, which may
be a much larger number of hours than you
intended. For example, if you enter 730 (without the
colon or leading zero), eSTART interprets that as
730 hours.

Decimal 8.5 8:30 hours
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Exercise

Junior Manager was sick one day this week. His timecard was not updated to reflect this and eSTART
flags him with an unexcused absence. Edit the employee’s timecard for the Current Pay Period to reflect
the sick leave.

1 In the timecards select the Sick
Leave Taken pay code from the
Pay Code drop-down list.

]

Actions * Punch * Amount | Accrus)

Date Pay Code
han 1106 -
Tue 1007 -
ed 108 SICH LEANE TAKEM -

T 109 HOLIDAY BaMK TAKEM =
- JURY DUTY

Fritio LEAWE WITHOLT PAY

Sat 1411 MAMDATORY AMMUAL LE:

Sun 12 MANDATORY Lo

FERSOMNAL LESYE TAKEM

() (] [ (%] ) (¢ (%) (%) () (%)
W ) ) 0 ) ) 6 ) 6

pon 113 N rroJecT TRACKNG
Tue 1014 SICK LEAWE TAKEN hd
Fied 1715 || | ]

2 Click the Amount cell next to the
Eﬁz’lgcécrj%fyﬁgusrgl,e;st?ndg Er:]ter the Actions * Punch * Amount | Accruals * Comme
acceptable format. Date Pay Code Amaourt

hon 1106 -
Tue 107 -
e 105 SICH LEAWE TAKEN 00
T 18] -

3 Select Actions > Calculate [Actions | Punch
Totals. Refresh
Ensure the changes you made are Refresh Data
correct. Notice the Daily and ([l calculate Totas

Cumulative hours have now

updated based on your changes. E-mail =

Print —=»
Print Screen —=

4 Once you have determined the

. +

timecard/hours are correct select Man 106 v

the Save button. Tue 1407 <
Note: If the pay code edit excuses el 108 SICH LEAWE TAKEN * | 500
an absence, the red colored border Thu 109 -

around the date will change to
blue.

Note

You cannot add a pay code to a row that contains punches; you must insert a separate row for
the pay code transaction.
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Attaching Comments to Punches

Purpose

Comments are predefined descriptive phrases you may attach to a punch to provide additional, useful
information about that transaction. You may attach as many comments as needed to explain the punch.

Exercise

On the second Tuesday of the previous pay period, Penny Punch arrived late to work because of traffic.
You want to add a comment to her 9:00 a.m. punch as a reminder of why she arrived late. Access her
timecard and add the Traffic comment to the 9:00 a.m. punch for Tuesday.

1 In the timecard, click the cell that

contains :;Le punch to which you agg Actions ¥ Punch ¥ Amount | Accruals ¥ [ Comment Approvals ¥ H
want to add a comment.
Date Pay Code Amount (. Addd Comment > )
2 Select Comment > Add (2] 15| Thu 12028 - 500 Delete Comment —= - 1%
Comment. Frit2/27 - 8:00M -1z
Sat 12428 - -
) . Sun 12129 o -
Note: You can also right-click the x| & - i
Maon 12430 - b v 12
cell and select Add Comment Tue 13651 e o
- N - .
from the shortcut menu. —

3 Select one or more comments from
the list. | £ Add Comment @

Tip: Hold the Ctrl key to select Cgmlme:m ; -
more than one comment. arly - Approve I=l
Early - Unapproved
4 Click OK. Excused - Metwork or Clock Issue
5 Click Save. Family Care

Late - Approved
Late - Unapproved
Missed Punch
Multiple Punches

Off-zite
Traffic j
_ok_J cancel | elp |
6 To view comments, click the
Comments tab at the bottom of Tue 311 -
the timecard. Wed 3112 - 8:004M
Thu 313 - 8:00AM
X1| (&l Friamd - A N0AM

TOTALS & SCHEDULE | LEAVE REPORTING PERIOD ¥IEW | AUDITS | COMMENTS
Date DL

Tue 311 Late - Approved

Tue 3111 Traffic
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Marking/Unmarking Exceptions as Reviewed

Purpose

Once you review an exception and resolve it you can mark the exception as reviewed. The exception
remains visible in the timecard and in customized views, but no longer displays in exception reports or
gueries. Once the exception is marked as reviewed, a green border displays around the cell containing
the exception.

You can unmark an exception as reviewed at any time.

Exercise

On Tuesday, Penny Punch arrived late to work because of traffic. You added a comment to her 9:00
a.m. punch as a reminder of the reason for the late punch. Now you want to mark the exception as
reviewed so that you do not re-check it again at a later date.

1 In the timecard, select the cell
containing the exception.

2 Do you want to mark an exception

as reviewed, or unmark an — )
exception as reviewed? agg Actions * | Punch Amount | Accruals * Comment ¥ App
. Edit
e To mark an exception as Date ,-—_:b—_--\"‘t I Uene
reviewed, select Punch > Mark Thu 12026 ( Mark &3 Reviewsd } 5:004M
as ReVleWed. Fri 12127 \IH_lnmark as HEViEWEdJ 00N
e To unmark an exception as Sat 12026 -
reviewed, select Punch >
] _ 2| =
Unmark as Reviewed. sun 12723 M
. . x| [E
Note: You can also right-click the han 12730 M
cell and select these options from Tue 12031 v
the shortcut menu.

3 Review the results.

agg Actions * Punch * Amount | Accruals * Comment 7
Date: Pay Code Aot In

- 8:00AM

Fri 12627 - SO0

Sat 12028 -

Sun 12429 o

Mlon 12430 - SO0 AN

Tue 12/31 -

4 Save changes.
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Deleting Punches

Purpose

As a rule, you should not delete punches from timecards because they represent actual times that
employees started and stopped working. However, there are some exceptions to this rule. For example,

an employee might punch twice when starting or ending a shift. When this occurs, you should delete the
extra punch. The Audits tab provides a record of all timecard edits, including any deleted punches.

Exercise

Penny Punch could not remember if she punched in at the beginning of her shift on the second Monday
of the previous pay period. She punched in a second time to ensure that she recorded her start-of-shift
time. While reviewing the employee’s timecard, you notice that two in punches display for the employee’s
start of shift on Monday. You want to delete the employee’s second in punch of 8:02 a.m.

1 | First, select the 8:02 AM punch [2] Add Comment B
and add a comment for audit
Comments
purposes. Early - Approved hnd
. . Early - Unapproved
2 nght C“Ck and select Add Excused - Network or Clock Issue
Comment. Family Care
) Late - Approved
Select the comment Multiple Late - Unapproved
Punches. Missed Punch
. Multiple Punches
ClICk OK. Oﬁ,site
SAVE THE PAGE BEFORE Traffic =
DELETING THE PUNCH.
ok | concel | bk |
3 In the timecard, click the 8:02am
Ce” axg Actions * Punch ¥ Amount | Accruals ¥ Comment ¥ Approvals ¥ Reports ¥ Leave ¥
Drate: Pay Code Amourit In Transfer Ot In
4 Press the Delete key on the Thu 1226 - S:00AM ~ | 12:00PM 1:00PM
keyboard. Fri 1267 v EO0AM v [ 12:00PM 1:00PM
Sat 12028 - -
Sun 12629 - <
Mon 12430 - &00AM 30240
ton 1230 - 1:00PM ~ ST
Tue 12/31 v - | 1:00PM 2:00PM
5 Select Actions > Calculate [Actions | Punch
Totals. Refresh
Ensure the changes you made are Refresh Data
correct. Notice the Daily and ([ caicumte Totas |
Cumulative hours have now :
E-mail =
updated based on your changes.
Print —»
Print Screen =

6 Once you have determined the TR
timecard/hours are correct select TIMECARD
the Save button. Last Calculated: 10:37AM
Date
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Cancelling Edits

Exercise

You decide not to keep the changes made to an employee’s timecard. Instead of saving, you cancel the

edit.

1 Perform one or more edits on a ,7
timecard. Notice the visual "TIMECARD
indicators that indicate unsaved Last Calculated: 2:15PM
data.
Actions * Punch * An
Date Pay Codle
(%) (%) Mon12H6
[X)| (&) mon12n6
UE)| Tuali 27
R /.|
X)| (&) sun12m22
W +* [V Y )
‘|
F F TOTALS & SCHEDU u—)ugu; RE1
2 | Select Actions > Calculate [Actions | Punch
Totals. Refrezh
Notice the Daily and Cumulative Refresh Data
hours have now updated based on Calculate Totals |
your changes. —
Print —=»
Print Screen —=»
2 Select Actions > Refresh.
*TIMECARD
Last Saved: 2:26PM
@( Actions unch * Amo
Refresh Pay Code
=
Sy Calculate Totals
Mg E-mail =
Tul Print -
Wi Print Screen —»
[X] [ [F]| Thu a2
3 You will lose any changes you

have made if you continue. Do you
want to continue?

Click Yes to cancel your changes.
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Overriding Punches

Purpose

When employees punch in or out for their shifts, a punch can be misinterpreted by the system if a punch
is missed during the day. An in punch may be interpreted as an out punch or vice versa. It is also possible
that an exception related to a lunch break will also be applied if an employee takes a lunch break shorter
than their assigned lunch rule. If a punch is incorrectly labeled or a lunch exception is incorrectly applied,
you can override the punch to correct the error.

Exercise
You needed Penny Punch to return from lunch 30 minutes early on Wednesday of the previous pay
period, but she normally receives a 60 minute lunch. The system recorded her return punch from lunch
as a Short Break exception. To get rid of the exception for this circumstance, you need to override the
exception.

1 In the timecard, sglect the punch ~ECRRD
you want to override. Loaded: 2247PH Hame & ID 10201 Q © 4o
Select Punch > Edit Time Period [Previous Pay Period -]
Actions Punch Amount | Accruals ¥ € * Appi - P - Leave ¥
‘(
Ciste Eclit —=, it In Tranzfer ot In Transfer
Mon 126 | | Mark as Reviewed B.00AM METE 0 | -
Mon 1216 Urimark &= Reviewed 1:00PM ~ | S.00PM -
Tue 1247 - S004M ~ | 12:00PM -
Wied 1205 - S004M ~ | 12:00PM -
&) Thu 12419 - £O0AM - | 12:00PM o -
x| [Z]| Fri1zi20 - 5004 ~ | 1200PM | 1:00PM -
2 Select 30 Minute Lunch from the
R H Edit P h *
Override drop-down list. | b ]
. Date 12M 82013
3 Click OK.
Time (hh:mm) 12:30PM
Rounded Time 12 872013 1 2:30PM GhT-06:00
Time Zone (GMT -06:00) Central Time (US4, Canada) -
=kone=
Cancel Deduction  (|n Punch
Cut Punch
s L E—
Exception (o vmuTe Liner )
(BT FE e ]
Comments 90 MINUTE LUMCH
MO LUNCH
ok | cancel |
4 Click Save.

42




eSTART Managing Timecards and Schedules Course Guide for Managers

5 If the Override selection changes :
a punch’s type, verify that the L
punch is in the correct punch Is * Comment * Approvals * Reports ¥ Leave ™

column (In or Out).

Ir Transfer Ot In
5.004M - szizen [
1:00PM - | S:00PM

6 If the override was needed S 00AM
because of a missing punch, be

sure to correct the missing punch. 5:00AM

8:00.4M

7 If the Override selection is to
change a lunch break, verify that
the lunch break exception is
removed.

Note

Any overtime or compensatory time resulting from this type of exception should be managed
according to Agency policy.
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Totals and Schedule Tab

Purpose

The Totals and Schedule tab displays the employee’s worked and non-worked time for the pay period in
the left pane of the screen below. The drop-down box defaults to All, but can be changed to Shift, Daily
or Cumulative to view totals as needed.

The right pane shows the employee’s schedule for the pay period. Any approved leave time will display

here as well.

The following illustration shows the Totals and Schedule Tab.

All -

4 Account
001/0000/100010/10001/-/--
001/0000/100010/10001 -1+
001/0000/100010/10001/-/--
001/0000/100010/10001/~/~-
001/0000/100010/10001/5/-
001/0000/100010/10001---

TOTALS & SCHEDULE | LEAVE REPORTING PERIOD VIEW | AUDITS

COMP TIME EARNED 1.5
HOLIDAY EARNED
HOLIDAY TAKEN
ANNUAL LEAVE TAKEN
COMP TIME EARNED 1.0
REGULAR

Date Start Time End Time Pay Code Amount

Thu 116 8:00AM 5:00PM

Pay Code [ — Fri1n7 B:00AM 5:00PM
0:30 Sat 118
8:00 Sun 1419

00 Mon 1/20 B:00AM 5:00PM

200 Tue 1721 8:00AM 5:00PM

400 Wed 1722 8:00AM 5:00PM

84:00 . Thu 123 S:00AM 5:00PM

. Frit/z4 S:00AM 5:00PM
Sat 1/25
Sun 1126

Mon 1727 8:00AM 5:00PM

Tue 1728 8:00AM 5:00PM

Wed 1/28 S:00AM 5:00PM

Thu 1/30 S:00AM 5:00PM

Fri1/31 S:00AM 12:00PM
[+ ‘ Fri 1131 ANNUAL LEAVE TAKEN | 4:00

Description of the columns in the Totals section:

Column Description

Account The labor level to which the employee is assigned. Further information can be found on
this in the employee’s people record. (Organization/Department/Work Location/Manager
ID)

Pay Code The pay code to which the worked or non-worked time is assigned. Any overtime or
comp time will display here as well.

Amount The number of hours earned or taken in each pay code.

Description of the columns in the Schedule section:

Column Description

Date The date of the pay period to which the schedule is assigned.

Start Time The employee’s scheduled start time.

End Time The employee’s scheduled end time.

Pay Code The pay code which replaces all or a portion of the employee’s schedule. Examples of
this are Annual Leave, Sick Leave, Personal Day, etc.

Amount The amount of time associated with the above pay code.
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Viewing Accrual Balances in Timecards

Purpose

The Leave Reporting Period View tab displays the employee’s accrued time for each accrual code in the
employee’s assigned accrual profile. You can quickly see up-to-date accrual balances, such as Annual

Leave and Sick Leave.

The following illustration shows the Leave Reporting Period View tab.

Example

Review the leave balance for Penny Punch.

TOTALS & SCHEDULE AUDITS
Accrual Profile AL - NQNEXEMPT BENEFIT ELIGIBLE
Balance as of | 51162014 -
Type Balance Range of Dates Beginning Balance Planned Usages Pending Accruals Ending Balance

ANNUAL LEAVE 10172014 - 1213172014 24:20) 13:00 85:00 78:20;
BEREAVEMENT OWED 10112014 - 1273112014 0:00 0:00 0:00 0:00
COMP OVERAGE 10172014 - 12/31/2014 0:00 0:00 0:00 0:00
COMP TIME EARNED 10172014 - 12/31/2014 0:45] 0:00 0:00 0:45
ESCROW SICK LEAVE 0172014 - 12/3172014 0:00 0:00; 0:00 0:00)
EXCESS ANNUAL LEAVE 10112014 - 1273112014 0:00 0:00 0:00 0:00
EXCESS SICK LEAVE 10172014 - 12/31/2014 0:00 0:00 0:00 0:00
HOLIDAY BANKED 0172014 - 1213172014 0:00 8:00; 800 0:00)
HOLIDAY OVER 1 YEAR 10172014 - 12/31/2014 0:00 0:00 0:00 0:00
LWOP - TAKEN 10112014 - 1273112014 0:00 0:00 0:00 0:00
MILITARY - FED - TAKEN 10172014 - 12/31/2014 0:00 0:00 0:00 0:00
PERSONAL DAY 0172014 - 1213172014 8:00 0:00; 0:00 8:00)
SICK LEAVE 10172014 - 12/31/2014 39:00 13:00 65:00 91:00

Column Description

Type

The type of accrual balance, such as Annual Leave or Sick Leave

Balance Range of Dates

The leave reporting period (current year)

Beginning Balance

The accrual balance from the payroll system as of the date in the Balance as of drop-
down

Planned Usages

The total amount of time scheduled to be taken, from the Balance as of date through the
end of the Reporting Period (12/31)

Pending Accruals

The total accruals projected from the Balance as of date through the end of the
Reporting Period (12/31)

Ending Balance

The accrual balance as of December 31, including Pending Accruals and Planned
Usages
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Viewing the Audit Trail

Purpose

The Audits tab is located at the bottom of the Timecard workspace. All timecard changes are logged
here for audit purposes, including timecard approval. The tab also lists punches made from
timestamping. You can view all data sources or a specific data source, such as edits to a timecard. Within
a timecard, you can view all edits or a specific type of edit, such as punch edits.

Example

Select the timecard of Junior Manager in the Previous Pay Period.

TIMECARD
Name & ID 10301 Q@ © 205
Last Saved: 11:20AM

Time Period \Pre-.'icue Pay Period i |

B9 | Actions * Punch * Amount | Accruals ¥ Comment ¥ Approvals ¥ Reports ¥ Leave ™

Date Pay Code Amount In Transfer Out In Transfer Out Shift Daily Cumulative
Sun 216 - - -
Washington or J...| 8:00 8:00 2:00
Tue 2118 - B:00AK « | 12:00PM 1:00PH | 5:00PM 8:00 8:00 16:00
Wed 2119 - 8:00AM -  11:004M 12:00PM | 5:00PM 8:00 8:00 24:00
Thu 2/20 - B:00ANK - | 12:00PM 1:00PM - | S:00PM 8:00 2:00 3200
Frizi21 - B:00AM - | 12:00PM 1:00PM | S:.00PM 8.00 8:00 40:00
Sat 222 - - - 40:00
Sun 2/23 - - - 40:00
SICK LEAVE... = | 8:00 -~ - 8:00 48:00
Tue 2/25 - 8:00AM + | 12:00PM 1:00PH | 5:00PM 8:00 8:00 58:00
Wed 2/26 - B:00AM + | 12:00PM 1:00PM | 5:00PM 8:00 8:00 54:00
Thu 2/27 - B:00AM - | 12:00PM 1:00PM | S:00PM 8.00 8:00 7200
Fri 2/28 - B:00AM - | 12:00PM 1:00PM w | S:.00PM 8:.00 8:.00 80:00
TOTALS & SCHEDULE LEAVE REPORTING PERIOD ¥IEW | AUDITS
Type of Edit | All - Data Sources Al
Date Time Type Account Pay Code Amount ‘Work Rule Override Comment Edit Date / Edit Time User Data Source
211902014 11:00AM Add Punch 3/04/2014 9:16PM (GMT Import:kronost.._ | External AP =
22512014 8:00AM Add Punch 30412014 9:16PM (GMT ... | Import:kronost... | External API
212172014 5:00PM Add Punch 30412014 9:16PM (GMT ... | Import:kronost... | External API
2272014 2:.00AM Add Punch 30412014 917PM (GMT ... | Import:kronost... | External API
2212014 1:00PH Add Punch 30472014 9:18PM (GMT ... | Import:kronost... | External AP
211902014 4:00PK Add Punch 300472014 9:18PM (GMT Import:kronost.._ | External API j

Date/Time The effective date and time of the edit

Type The type of edit that was performed

Account The account to which the edit is attributed, if different from the primary account
Pay Code/Amount The pay code and number of hours assigned, if applicable

Work Rule The work rule used with the edit, if different from the employee’s primary work rule
Override The type of entry that this edit is replacing or canceling, if applicable

Comment The comment attached to the edit

Edit Date/Time The date and time the edit was made

User The user name of the person who edited the transaction

Data Source The component of the application where the edit was made
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Types of Edits Description

All

Displays all timecard edits made in the employee’s timecard for the selected Time
Period

Punch (Add/Edit/Delete)

Displays only timecard edits made to the In or Out punch columns in the
employee’s timecard for the selected Time Period, including the attachment of
comments

Pay Code (Add/Edit/Delete)

Displays only timecard edits made to Pay Code and Amount columns in the
employee’s timecard for the selected Time Period, including the attachment of
comments

Hours Worked
(Add/Edit/Delete)

Displays only timecard edits made using the Hours Worked pay code in the
employee’s timecard for the selected Time Period, including the attachment of
comments

Duration (Add/Edit/Delete)

This feature is not utilized at this time.

Approvals/Sign-offs

Displays all employee and manager approvals as well as time period approved,
sign-off date and time

Justification (Add/Edit/Delete)

This feature is not utilized at this time.

Exercise

You want to review all manual edits that have been made to Junior Manager’s timecard.

1 From a timecard, click the Audits

tab.

TOTALS & SCHEDULE ﬁCCRUAL

2 Select a type of edit or select All to
display all types of edits from Type

of Edit drop-down list.

Data Sources =3 Al

Pay Code

Type of Edit § Sclect a type hd
Select a type

All o
Punch (Add/Edit'Delete)

Pay Code (Add/Edit/Delete)
Hours Worked (Add/EditiDelete)
Duration (Add/Edit/Delete)
Approvals/Sign-offs

h ustification(Add/Edit/Delete )

Date: Amount

3 (Optional) Click the Data Sources

arrow.

remain selected.

It is recommended that “All”

AUDITS

- @tasﬂumes AII)

TOTALS & SCHEDULE | ACCRUALS

Type of Edit | Al
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4 In the Select Data Sources dialog

box, select the source of the edit or I —— x|

leave the default All Data Sources
to display all edit sources.

i@ All Data Sources

It is recommended that “All” (- e e ITE ST

remain selected. Activities -
OB Manager

Then click OK. DCM

Device Manager

External API

Group Editar

Import

Leave Case Editor

Leave Editor - Quick

Mobile Device

Paortable Device

Schedule Editor

Smart Scheduler

TeleTime

Time Stamp

Time Stamp - Quick [

Coc ] conest

5 View the results.

TOTALS & SCHEDULE | LEAVE REPORTING PERIOD VIEW 4101

TypeotEd | a1 | Datn Sources W a1
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Scheduling Employees

Introducing Scheduling

Using the application’s scheduling capabilities, you can quickly compare the differences between worked
and scheduled time and identify additional workload needs. You can also track employees’ absences as
well as early or late arrivals. To take full advantage of these capabilities, you need to create, review, and
maintain accurate schedules for employees in the application.

Organizations use schedules for two key reasons: to match staffing to workload requirements and to
manage time and labor data for individual employees.

When you manage time and labor data for individual employees with schedules, you can:

e Track attendance.

Specify how to enforce restrictions and round punches.

Track exceptions such as when an employee is early, late, or absent.

Associate work rules with the right schedules.
e Schedule and view non-worked hours, such as annual leave in advance.
¢ Pre-populate employee timecards with standard schedule information.

Scheduling process

The scheduling process helps you identify whether your employees’ schedules meet the workload
requirements. The following illustration shows the five main stages in the scheduling process:

Assess Update staff Schedule Evaluate Maintain
anticipated L, Schedule |= staff to = and publish | the
workload groups meet the the schedule
for a period workload schedule

Assess workload

Each division has unique staffing needs, which is driven by its workload requirements for a given period.
Often managers assess the amount of work that needs to be performed in their division and then evaluate
how to meet those demands with their workforce. You typically know your workload before you work with
eSTART scheduling.

Update group assignments

New hires can be assigned to a schedule group to provide exception reporting. You can change these
initial assignments as your staffing needs change.

Meet workload requirements

After you identify your workload needs for a specific time period, you can assign schedules to employees
in your division to meet those needs. Assigning schedules to employees allows you to compare employee
work hours to scheduled hours to identify discrepancies and take any necessary action.
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Evaluate and publish the schedules

After you finish scheduling your employees for a given period, you need to evaluate the final schedule to
ensure that it meets your workload needs for that time period. You can evaluate each employee’s total
scheduled hours to ensure that the employee meets the requirements. You can also view scheduled hour
totals to ensure alignment with your budget and keep overtime to a minimum.

Maintain the schedules

There may be times when you need to change schedules so that the information in eSTART is accurate
and your workforce is paid correctly.

Scheduling terms

The following table describes key scheduling terms used in eSTART:

Term Description

Schedule

The plan for worked and non-worked days for an employee in the past, present, and the future.

Schedule Groups

A way to organize employees for easier and quicker scheduling. Usually employees work the
same schedule, but you may also group employees to make it easier to select and sort.

Shift

The time an employee is expected to work. A shift contains a start time and an end time.

Totals

Rows that display the sum of the scheduled hours for all employees, as well as the total number
of employees scheduled for the selected time period.
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Navigating the Schedule Editor

Purpose

eSTART includes the Schedule Editor where you schedule worked and non-worked hours. Using the
Schedule Editor, you can:
¢ Add, edit, and delete shifts.

e Assign employees to groups.

o Add pay codes for worked or non-worked hours.

SCHEDULE EDITOR
Show |AL-AllHome and Transf.. = -Eﬂ Time Period |Current Scheduls Period  ~ | [NTETEM

Loaded: 12:45PM

4 A 6114/2014-6/20/2014 ¥ M|
EBY EMPLOYEE | BY GROUP

@ Actions ¥ Shift ¥ PayCode ™ View ¥

Name 14 Total Pay Status H. Sch Hrs, Sat6/14 Sun 6/15 Mon 6/16 Tue 61T Wed 6118 Thu 6/19 Frig/20
Exempt1, EdwardA 40:00 40.00 Ba-5p Ba-5p Ba-5p Ba-5p Ba - 5p
Manager1, Juniord 40.00 8a-5p 8a-5p 8a-5p Ga-5p Ba - 5p
Newby1, Neila 0.00
Punch1, PennyA 40.00 Ba-5p Ba-5p Ba-5p Ga-5p 8a-5p
Stamp1, SandyA 0.00

Scheduled Hours 120,00 0 0 24 24 24 24
5

Number of Emplo.

Areas Description

Name column Lists the employee names.

Total Pay Status Displays total number of hours the employee is expected to work for the selected time

Hours period based on pay status.

Sch Hrs. column Displays total number of scheduled hours by employee for the selected time period,
with lunch deducted, if applicable.

Date cells For each day in the selected time period, displays shift start and end times. A date cell
can also display pay codes to identify scheduled non-worked hours.

Scheduled Hours Displays total number of scheduled hours for all employees for the selected time period

row and for each date displayed.

Number of Displays the total number of employees used to calculate Total Scheduled Hours.

Employees row
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Example

1

From the Related Items pane,
select Schedule Editor.

I Schedule Editor

From the Show drop-down list,
select AL- All Home and
Transferred-In to view all the
employees you are authorized to
view.

Select the specific time period from
the Time Period drop-down list.
(The default is Current Schedule
Period.)

Note: A Schedule Period is a one
week span of time. A Pay Period
is a time period from 1% — 15" or
16M-31%

SCHEDULE EDITOR

Loaded: 12:48PM

Show | AL-AllHame and Transf.. +

BETR Time Perioa |Curent Schedue Perd v | TR
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Using Groups to Assign Schedules to Employees

Purpose

When you assign an employee to a schedule group, you specify how long the employee will belong to the
group. If there is no defined end to the group assignment, you can indicate that the employee belongs to
the group indefinitely.

Exercise

Sandy Stamp is not currently assigned to a schedule group. She works 8:00am - 5:00pm with a 60
minute lunch. Therefore, you will assign her to a schedule group effective on previous month with no end
date.

1 From the Related Items pane,
select Schedule Editor. I ‘: Schedule Editor

2 Select Range of Dates from the
Time Period drop down. |5 Select RangeofDate_s‘ [

Choose the first work day of the
previous month as the Start Date.

*5tart Date: Ein1/2014 -

The End Date will be today’s date. *End Date: 612312014 Z

Lo cancel |

3 Select the By Group tab and then
select Sandy Stamp. SCHEDULE EDITOR
Loaded: £53PM

BY EMPLOYEH EY GROUP

@ Actions * Shift * Pay Code ¥ Group ™ View ¥

Show

Time Peri

Mame Tatal Pay Status H. . Scch Hrs.

4 Select Group > Add to Group.

BY EMPLOYEE | BEY GROUP

Actions * Shift * Pay Code ¥ | Group Yiew ¥
=T

Add to Group —=»

Matre Total Pay Status Remowe from Group —=» 3

Load Group —=» —
Ungrouped Employees apun)
Mesokey | Meild, 0.a0
Stampt, Sandy & 16:00 0.0o
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5 From the Schedule Group drop-
down list, select the appropriate £ Add to Group ]
schedule.

Schedule Group: | 0800am - 0500pm L&0 12-00 hd

6 In the Start Date drop-down list,
select the effective date for the it 2812014 e

schedule group assignment. . Forever -

7 In the End Date drop-down list,
select the last date the schedule
group assignment is effective. For
the assignment to be in effect with

no end date, select Forever. Cor_ | Cancel I Help_|

8 Leave the check mark selected in
the Remove employees from
other schedule inheritance
groups for the selected date
range box.

9 Click OK.

Remove employees from other schedule inheritance groups for selected date range.

“SCHEDULE EDITOR

Note: Notice the name of the page
is in color (as previously
discussed) and there is an
asterisk beside the name. This
indicates that changes have not
been saved.

10 | Click Save.

Tip
You may remove an employee from a Schedule Group by selecting Remove from Group from
the Group menu.

Note

If a schedule group is needed, (not in list) contact your Agency Administrator to have it added.
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Adding or Editing Shifts Using the Shift Editor

Purpose

When creating and editing more complex schedules, use the Shift Editor. It has tools that make it easier
for you to create and edit shifts with several segments, shifts with transfers, shifts that cross the day
divide, and other complex shifts.

Exercise
On Monday of the next schedule period, you need Penny Punch to work the following shift segments:

¢ Regular shift from 8:00 a.m. to 12:00 p.m.
¢ Lunch break from 12:00 p.m. to 12:30 p.m.

¢ Regular shift from 12:30 p.m. to 4:30 p.m.

Use the Shift Editor to add or edit the shift to her schedule for Monday of the next schedule period.

1 From the Related Items pane,
select Schedule Editor.

2 From the Show drop-down list,
select the specific set of
employees.

From the Time Period drop-down
list, select Next Schedule Period.

3 From the Employee tab, highlight
the row with Penny Punch. Click SCHEDULE EDITOR

;hh?ﬂcell where you want to add a Loaded: 3:21PM

4 Select Shift > Edit.
Note: If the cell does not contain

BY EMPLOYEE | BY GROUP

an existing shift, select Shift > — : -
! Cove Actions ¥ | Shift Pay Code * W
Add.
Apfe] —=
Marme 14 (Taal . i H
Edit —=»
Exemptt , Edwwarda,
Delete
hanager! , Juniora,
Adld Pattern —=»
Messebyt | Meild, .
Edlit Pattern —=p

Punchil, Penny,
Stampl, Sandy A

Delete Pattern —p
Inzert Template —=
Insert Transfer —»

Zcheduled Haurs
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5 | Inthe Shift Editor, confirm that the | |[£ 2S00
correct employee’s name displays .
in the Employee field and the Employee | Punchi1, Penny2, | JPrimary Jd
correct scheduling date displays in
the Start Date field. e — Type
1/2712014 erular -
172712014 egular -
6 Is there already a shift displayed?
No — Go to step 7
Yes — Go to step 8
7 Click Insert Shift. Select the e =
appropriate shift template and click — e
OK 0845am - 0345pm L&0 11-30 6:45am - 3:45pm LUNCH: 11:30am - 12:30pm -
0700am - 0300pm Lunch None 7:00am - 3:00pm LUNCH: Hone
Go to Step 9 0700am - 0330pm L30 7:00am - 3:30pm LUNCH: Auto PFS j
0700am - 0330pm L30 11-00 7:00am - 3:30pm LUNCH: 11:00am - 11:30am
0700am - 0330pm L30 11-15 7:00am - 3:30pm LUNCH: 11:15am - 11:45am
0700am - 0330pm L30 11-30 7:00am - 3:30pm LUNCH: 11:30am - 12:00pm
0700am - 0330pm L30 11-45 7:00am - 3:30pm LUNCH: 11:45am - 12:15pm
0700am - 0330pm L30 12-00 7:00am - 3:30pm LUNCH: 12:00pm - 12:30pm
0700am - 0330pm L30 12-15 7:00am - 3:30pm LUNCH: 12:15pm - 12:45pm
0700am - 0330pm L30 12-30 7:00am - 3:30pm LUNCH: 12:30pm - 01:00pm
0700am - 0400pm LE0 7:00am - 4:00pm LUNCH: Auto PFS
0700am - 0400pm L60 01-00 7:00am - 4:00pm LUNCH: 01:00pm - 02:00pm
0700am - 0400pm LE0 11-00 7:00am - 4:00pm LUNCH: 11:00am - 12:00pm
0700am - 0400pm L0 11-15 7:00am - 4:00pm LUNCH: 11:15am - 12:15pm
0700am - 0400pm L60 11-30 7:00am - 4:00pm LUNCH: 11:30am - 12:30pm
0700am - 0400pm LE0 11-45 7:00am - 4:00pm LUNCH: 11:45am - 12:45pm
0700am - 0400pm L60 12-00 7:00am - 4:00pm LUNCH: 12:00pm - 01:00pm
0700am - 0400pm LE0 12-15 7:00am - 4:00pm LUNCH: 12:15pm - 01:15pm j
o | cancel |
8 To modify her existing shift to allow —
30 minutes for lunch and to leave = Rl
30 minutes eal‘ly, edlt the Employee | Punchi, Penny4 = | Primary Job |Unspecified
. . Start Date * Type * i End Date * Sch Hrs.
Regular End time to 12:30p SM82014 Regular +((&00am 12:00PM SM82014 a0
LUnCh Start T|me tO 1230p SM6/2014 Break - | 12:00PW 1:00PK SM6/2014 1.0
i . 5/16/2014 Regular - | 1:00PHM 5:00PM 5/16/2014 40
Shift End Time to 430p.
9 Click OK and then click Save.
Mame 44 | Tatal Pay Status H SchHrs Sat 1025 Sun 126 Maon 1727 Tue 1
Exemptl, Echwvarda, 40:00 40.00 Ga-5p Ga-5p
Manager1, Juniord 40.00 Ga-5p Ga-5p
Mervebye 1, Neild 0.00
Punchl, Penny®, 40.00 -5p
Stampl, Sancdys, o.oo
Note
Another method for adding the shift is to click in the cell and manually key the shift times, i.e.
8a-5p, 730a-430p.
Tip
Enter time using a 12-hour format with either am/pm or a/p abbreviations. For example, you
- can enter 8:00 a.m. to 5:00 p.m. or 8a-5p. You can also copy and paste shifts using Ctrl-C and
= Ctrl-V.
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Deleting Shifts from Employees’ Schedules

Purpose

Sometimes an employee is unable to work a scheduled shift. When this happens, you need to delete the

shift from the employee’s schedule to prevent the application from flagging the absence as unexcused.

Exercise

Penny Punch, who is currently scheduled to work on Tuesday of the next schedule period, will not be
working on Tuesday. Access the Schedule Editor and delete her schedule for Tuesday of the next
schedule period.

1 From the Related Items pane,
select Schedule Editor.
2 From the Show drop-down list,
select the specific set of
employees.
From the Time Period drop-down
list, select Next Schedule Period.
3 Locate Penny’s row and click the
cell in the row under the date that EY EMPLOYEE BY CROUP
contains the shift you want to
delete. @ Actions * | Shift | Pay Code =
4 Select Shift > Delete or press the Add
Delete button on the keyboard to Name Total Edit -
remove the shift. = ]
u d Emp...
; L | Delete
5 Click Save. Mewby1, Neild
Add Pattern —=»
Stamp1, SandyA )
Edit Pattern —=» -
am - 0500p... Delete Pattern —=»
Exempt1, Edwa... —
Insert Template = (4
0800am - 0500p...
P Inzert Transfer —=
Manager1, Juni...
Punch1, PennyA
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Scheduling Non-Worked Hours

Purpose

Non-worked hours include time such as sick leave, annual leave, or jury duty. You should schedule your
employees’ non-worked time when you are made aware of the non-work time.

Exercise

Penny Punch has been called to serve jury duty on Thursday of the Current Schedule Period.
Because you know about it in advance, you want to schedule the time so that you do not forget.

1 From the Related Items pane,
select Schedule Editor.

2 From the Show drop-down list,

select All Home. From the Time SCHEDULE EDITOR

Period drop-down list, select Loaded: 3:30PM
Current Schedule Period. naded: &

3 Locate Penny’s row and click the

cell in the row where you want to EY EMPLOYEE | BY GROUP
schedule non-worked hours.
4 | Select Pay Code > Add. Actions ¥ Shift
Marmne 17 | Total Pay Statu] s
Edit —=»
Exempt1, Edward, jaln]
Delete
Manager!, Juniars, oo
Acld Pattern —=»
ek | Beild, ) jaln]
Edit Pattern —=»
Punchl, Penny., il
e AL Delete Pattern -
Stampt |, Sandya, oo
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5 In the Effective Date field, confirm e
the date selected. (Or, if incorrect, SR
enter the correct date.) )
Effective Date | 1/30/2014 -
6 From the Pay Code drop-down list, Pay Code AR DUTY S
select the pay code. e B
7 In the Amount field, enter 8 hours. [] Override Shift
(® Vwhale Shift () Partial Shitt
*Start Time F00AM
8 (Optional) If the non-worked hours opoatior@
must replace the employee’s
existing shift, select the Override Transfer hd
Shift check box and do one of the Commenta Hotes
following: -

e To override the -
employee’s entire shift,
select Whole Shift

e To override part of the
employee’s scheduled
shift, select Partial Shift Lol caneel

9 In the Start Time field, enter the
effective time for the non-worked
hours. If the employee already has
a schedule, the shift start time is
the default.
Note: Be sure to enter am/pm
correctly.
10 | Inthe Repeat for (D) field, enter
the number of consecutive days
this edit applies. For example, if
the same pay code edit should be
applied to three consecutive days,
you would enter 3.
11 | Click OK and then click Save. W)
BY EMPLOYEE BY GROUP '
@ Actions * Shift * Pay Code r
Mame 14 |Tatal Pay Status H... Sch? Whed 1729 Thu 1730 Fi
Exempt1, Edweardd, 4000 : da - Sp Ga - Sp Ga - Sp
Manager!, Juniors, da - op da - op Ga - Sp
ek | Meild
Punch, Penmys, Ga - 5p ap
Stamp! |, Sandyd 3
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Reviewing Employee Data in eSTART

Purpose

eSTART pages present customized views of employee information in a summarized, easy-to-read format
so that you can quickly analyze and respond to time, labor and scheduling needs.

My Genies

Information found in the My Genies drop-down.

M Manager Workspace

My Views ~

Accrual Detail Balance wiew
Accrual Reporting Period Wiew
Custam Field Repaorting wiew
Employee Holiday Credit Wiew
Employee Hours Wiew
Employee Information Wiew
Leave Cases Wiew

Leawe Hours Yiews

O Premises Wiew

Pay Period Close Wiews
CuickFind

Reconcile Timecard Yiew

*» Timekeeping

View

Accrual Detail Balance View

|Descﬂpﬂon

Employee leave ending balances for each leave type.

Accrual Reporting Period View

Employee accrual leave balances, pending usages, pending accruals and ending
balances, by employee.

Custom Field Reporting View

Includes employee information for pay rules, scheduled group, lunch, employee
type, approver, current or arrears.

Employee Holiday Credit View

Holiday Earned and Holiday Taken hours by employee.

Employee Hours View

Employee hours: Regular and Non-Worked, Comp and OT.

Employee Information View

Includes employee information for pay rules, labor account, hire date,
employment terms, current or arrears, scheduled group, assigned manager

Leave Cases View

Includes leave reasons, leave frequency, leave case status, leave category, initial
leave request date

Leave Hours View

Includes total leave hours, leave case status, last date of committed paid and
unpaid leave time, leave end date (if one is provided)

On Premises View

Non-exempt employees currently at work

Pay Period Close View

Final review of your employee time records, displays indicators for employee and
manager approvals.

QuickFind

Locate an employee by the name or ID

Reconcile Timecard

Display exceptions, Holiday skipped, and totals up to date.
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Note

You can also export the data to an Excel (.xIs) or CSV (Comma Separated Value) file to make
it available to other applications such as Excel.

Timecard | Schedule | People | Reports | Leave Cases

EMPLOYEE INFORMATION VIEW
Last Refreshed: 11:25AM

Actions Amount ¥ Schedule * Leave ¥

Select All

Process Employes Totals FiT e Pay Rule
E-mail —=¢ 1 ESMARS-EXEMB-E
Print —=» 1 SMARS COMP GOP
Export to Excel 1 SMARS COMP 60P
Export to CSWV 1 SMARS COMP 80P

Newby1, Neila 10501 Needs Update

Exercise

You want to look at how your employees are set up in eSTART.

1 From the Related Items
pane, select My Views. |:’ My Views

2 Open the My Genies drop- | [« My Genies@
down and choose ) ]
Employee Information Accrual Detail Balance View

View. Accrual Reporting Period View
Custom Field Reporting View
Employee Holiday Credit View

Employee Hours View

Employee Information View

Leave Cases Wiew
Leave Hours View

On Premises View
Pay Period Close View
QuickFind

Reconcile Timecard View

3 From the Show drop-down
”St, select AL-A“ Home Timecard | Schedule | People | Reports | Leave Cases
and Transferred-In. EMPLOYEE INFORMATION VIEW l

A AL-AllHome and Transferred-in -
Last Refreshed: 11:25AM Show | \

Time Peri |Eurrent Pay Period & ‘ Re
b 4

From the Time Period
drop-down list, select
Current Pay Period.
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4 To sort information by one

or two columns, click the
column for the secondary
sort first, and then click the
column for the primary sort.

EMPLOYEE INFORMATION VIEW
Last Refreshed: 11:25AM

Actions ¥ Amount ¥ Schedule ¥ Leave «

ESMARS-EXEMB-EXEMP...

Pay Rule

SMARS COMP 80P

SMARS COMP 80P
SMARS COMP 80P

Person Name 2/ Person D 1/
Exempt1, EdwardA 1011
Punch?1, PennyA 10201
Manager1, JuniorA 10301
Stamp1, SandyA 10401
Newby1, Neild 10501 Needs Update

Review the information from Employee Information View.

EMPLOYEE INFORMATION VIEW

Last Refreshed: 12:52PM

Actions ¥ Punch ¥ Amount ¥ Schedule ¥ Leave ¥

Show |AL-AllHome and Transf... +

Time Period | Current Fay Period - |

Assigned
Manager
0300am - 0500pm L60 00-Auto PFS | Manager1, JohnA

Schedule Group

Manager1, JohnA

Person Name 1/ Person ID Pay Rule Primary Labor Account N... Hire Date Employment Terms Current or Arrears
Exempti, EdwardA 10101 ESMARS-EXEMB-EXEMP. | 001/0000/100010/10001/_ 1/01/2013 8 Fixed Holiday - Exempt | Arrears
- 10301 HAW ul 101201 8 FW A"W
Newby1, NeilA 10501 Needs Update 001/0000/-110001/--1- 101/2013
TS W= O (PR el nI=E: LA PNV LRV LR VDOV RTAMIS PR P TTReC nonaay RTTEaIE
Stamp1, SandyA 10401 SMARS COMP 60P 001/0000/100010/103014..) 1/01/2013 8 Fixed Holiday Arrears

am - UolUpm - Wanager1, Jonn.

Manager1, JuniorA

Column Description

Pay Rule
Time, etc.)

Indicates how an employee earns time (i.e. Exempt vs. Non Exempt, Overtime\Comp

Primary Labor Account

Employees Agency, Org, Work Location, and Approver ID

Employment Terms

Indicates if an employee qualifies for Holidays

Current or Arrears

Indicates if an employee is paid current or in arrears

Schedule Group

Indicates the schedule group an employee belongs to

Note: Notice that Neil Newby’s information is incomplete. The Pay Rule column displays “Needs Update”

and other information is missing.

62




eSTART Managing Timecards and Schedules Course Guide for Managers

Exercise

Research Neil Newby discussed above to troubleshoot his setup in the system.

1 Choose Custom Field
Reporting View.

¥ My Genies@®
Accrual Detail Balance View

Accryal Reporting Period Wiew

Custom Field Reporting View

Employee Holiday Credit Wiew
Employee Hours View
Employee Information View
Leave Cases View

Leave Hours View

On Premises View

Pay Period Close View
QuickFind

Reconcile Timecard View

2 From the Show drop-down
list, select AL-All Home CUSTOM FIELD REPORTING VIEW

and Transferred'ln. Last Refreshed: 3:18PM

From the Time Period
drop-down list, select
Current Pay Period.

Show |;:-\L-AI\ Home and Transferred-In - ‘ | _Edit_|

Time Period |Current Pay Period w7 ‘ ﬁ

Review the information from Custom Field Reporting View.

Last Refreshed: 11:51AM

Person Name 14
Exempt1, EdwardA 10101
Manager1, JuniorA 10301
Mewby1, Neild 10801
Punch1, PennyA 10201
Stamp1, SandyA 10401

Timecard | Schedule | People | Reports | Leave Cases

CUSTOM FIELD REPORTING VIEW

Actions ¥ Punch ¥ Amount v Schedule ¥ Leave ¥

Person D Pay Rule 5;’:33:‘5 Lunch Employes Type Approver ﬁ':r’::‘; [‘.S;p
ESMARS-EXEMB-EXEWP-UNCLA G0A | 0800am - 0500pm L60 00-Auto PFS &0 a1 10001 Arrears Comp
SMARS COMP 0P 0800am - 0500pm LED 12-00 0 aT 10001 Arrears comp
Heeds Update
SMARS COMP 80P 0800am - 0500pm LE0 12-00 60 8T 10001 Arrears Comp
SMARS COMP 60P 0 aT 10301 Arrears comp

Show |[AL-AllHome and Transf... ~ | [ Time Period | Current Pay Period hill_Refresh |

Column Description

Pay Rule

Indicates how an employee earns time (i.e. Exempt vs. Non Exempt, Overtime\Comp Time, etc.)

Schedule Group

Indicates the schedule group an employee belongs to

Lunch Indicates the length of an employee’s lunch period

Employment Type Indicates the number and type of hours for an employee (i.e. 8T is 8 Hours with a Traditional
Schedule)

Approver Person ID of the employee's manager

Current or Arrears

Indicates if an employee is paid current or in arrears

OT Comp

Indicates if a Non Exempt employees Comp versus Overtime

Notice that Neil Newby’s information is incomplete. The Pay Rule column displays “Needs Update”
and other information is missing. Contact your Agency Administrator to have these fields corrected.
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Locating Employees Using QuickFind

Purpose

When an employee notifies you about an issue with his or her timecard, you can use QuickFind to access
the employee’s timecard. You can use other eSTART customized views to access timecards, but this
page is designed to help you locate an employee by the name or ID. If you are unsure of the spelling of
an employee’s name or know only some of the digits in an employee’s ID number, you can include
wildcard characters to help you find the employee with only partial information.

Wildcard | Description Example
Character
? A question mark or underscore 10?7 finds all employees whose ID contains 4-digit numbers
indicates a single character starting with 10.

occupies a position in the

SEEED ST, Sm_th finds all employees whose last name starts with “Sm” and

ends with “th” and has one letter in the center.

* An asterisk character or a *, s* finds all employees whose first name begins with the letter S.
% percent symbol indicates
multiple characters can occupy

ord i .
a position in the search string. %1 finds all employees whose ID number ends with the number 1.

Access QuickFind from the Related Items pane

Exercise

You need to review the timecards for Junior Manager and Penny Punch. To quickly access Penny’s
timecard, access Related Items > QuickFind and search for all employees whose last name begins with
“P”. Then try searching for Junior’s timecard by searching for employees whose first names begin with
“J"_

1 From the Related Items pane,
select Quick Find.

2 Enter your search criteria in the QUICKFIND

Name or ID box. Last Refreshed: 2:50PM tizme °”D® @

Time Period |Eurren1 Pay Period A |

e To search by last name,

enter P* Actions ¥ Amount ¥ Schedule ¥ Leave v
. o Name 14 D
3 Click Find. EnnyA 10201 00140
4 Enter your search criteria in the QUICKFIND =
Name or ID box. Last Refreshed: 3:01PM Hame or I —
T h b f t Time Period ‘Currem Pay Period '|
o 0 searc Y Tirst name,
enter Actions ¥ Amount ¥ Schedule ¥ Leave ¥

Name 1F 0]}

I.‘anagar“JuninrA’ 10301 001/0

* <space> J*

5 Click Find.
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Timekeeping

Other useful information can be found in the Timekeeping drop-down.

I W Manager Workspace My Views

e

My Views ~

» My Genies@
¥ Timekeeping
Al WTK Exceptions
Count All WTK Exceptions

Work & Absence Summary

Areas Description

All WTK Exceptions This view allows viewing of all timekeeping exceptions for your employees. It contains
all possible exceptions in the system. Not all will be used by the State. Reconcile
Timecard is preferable to view existing exceptions.

Count Al WTK This view allows viewing of the number of exceptions for each type. Again, this view

Exceptions contains all possible exceptions in the system. Most will not be used by the State. The
Exceptions widget is preferable to view the number of exceptions.

Work & Absence This view allows you to identify trends or patterns in worked and scheduled time off for

Summary employees in calendar view.
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Using the Work & Absence Summary Calendar

Purpose

You can use the Work & Absence Summary calendar to identify trends in worked and time off events for
employees. The calendar-like display makes it easy for you to see whether an employee has a pattern of
taking time off or of arriving late on a specific day of the week. You can see trend information such as the

following:

o Number of days the employee has arrived late to work or left early
¢ Number of Mondays the employee has taken sick or annual leave
e Days the employee has submitted leave requests

¢ Days the employee has missed punches

¥ 201/2014 — 228/2014

Multiple Manths

Tua

18
Late In

WORK & ABSENCE SUMMARY
Time Period: Frevicus Month
View Width: @ week () Month
= - SN Mon
2 3
Late In
9 10
Late In
Feb
16 17
HOLIDAY TAKEN
B:00
23 24
Late In
= -

25

Appl
‘Wed T
5 3
12 13
19 20
26 27

14

21

28

Show:

Name & ID:

15

AL-All Home and Transfeme

Stamp1, SandyA -

it
)
»

Feb
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Exercise

You are scheduled to deliver a performance review with an employee this week. Prior to the meeting, you
would like to research the employee’s calendar for the year. Access the Work & Absence Summary
calendar to review the employee’s attendance.

Next Pay Period
Timecard | Sche

1 From the Related Items pane,
select Work and Absence E’ Work and Absence Summary
Summary.
2 Select a group of employees from
the Show list. Show: AL-All Home and Transfemred-ln
Mame & I0; Exempt1, EdwardA 10101 -
3 Select an employee from the
Name & ID list. Show: | AL-All Home and Transfered-In
Mame & ID: | Stamp1, Sandys |:] 10401
Exempt1, EdwardA
Manager1, JuniorA
Newby1, NeilA
Punchi1, PennyA
4 Select the Previous Month from
the Time Period drop-down list. & | Backto Previous Pay Period
= Current Pay Period

Prewvious Schedule Period

WORK & A/ Current Schedule Period
MNext Schedule Period
Last Week
Current Week
Ll | Next Week
Previous KMonth |
Time Period:
Next Month
View Width:

3 o

Prewvious Year
Current vear
MNext “ear

Range of Dates

67



eSTART Managing Timecards and Schedules Course Guide for Managers

Steps

5 Select the View Width option to
review attendance events in a
P55 D Det e nd
weekly calendar, monthly calendar, m m
or in multiple months. ) ) - -
. Time Perlod:lﬁ'evlous Pay Period j 100152014 — 11152014
Click Apply.
For example, to see how many @e“' Width: & week © Month ' Mutiple M""t“S)
attendance events the employee
has over a month, select Month
and then click Apply.
6 (Optional) Select one or more days
and click Day Detail for more
detailed information. "Day Detail | @ http:ffkvs-us-soa.int.kronos.comjwfc/applicatic
FRIDAY, JANUARY 10, 2014 -
cd:l Previcus Pay Pericd ﬂ /0442
TIMEKEEPING
th: & week © Meonth T Multiplen |
te In
i Sun Man 1:00PM In
Missed Out-Punch &
J ool
5 G 7 2 9 10 11
Late In
Missed Out-
Punch
7 (Optional) To see a legend of all

color and visual indicator
meanings, click the Legend button.

Q State of Alabama

eSTART

SCHEDULING
M Manager Workspace Work and Absence
Appearance

Work and Absence Summary  ~ =
Text 8:00 (x)

Text 8:00 ()=

48 |  BacktoWork and Absence Surnrnary
o 0S (Draft)

Timecard | Schedule | People

Text 8:00 ()=
Text 8:00 (\)=
Text 8:00 ()=
Text 8:00 (=

WORK & ABSENCE SUMMARY

"Refresh @l Day Deta e
Time Period:| Previous Fay Period ~ 1

View Width: & wesk O Month © Mut

TIMEKEEPING

Appearance
=

& Calendar Legend - Windows Internet Explorer
7= v vt Lo eS e e e s e

PO Sun Man Text

Text

Text 8:00 (x)2

Text 8:00 (x)2
Jan Text 8:00 ()=
Text 8:00 (x)
Text 8:00 ()=
Text 8:00 (x)=
Text 8:00 ()=

Mame
SICK LEAVE TAKEM
ANNUAL LEAVE TAKEN
Time Off Request
PERSOMAL LEAVE TAKEN
‘COMP TIME TAKEN
LEAVE WITHOUT PAY
HOLIDAY BANK TAKEN

Name

Mo items selected in Data Bement Setup.
Data Bement Name:All Timecard Comments

Early In Late In Early Out Late Out Absence,Short
Break Unscheduled

‘Cancel Deduction,Core Hours Vielation,Very Early
in Early InLate In,Early Out Lale Out Very Late
Qut,Short Break Long Break, Short Shift Long
Interval Unscheduled

Missed In-Punch,Missed Out-Punch
SICK LEAVE TAKEN

ANNUAL LEAVE TAKEN
PERSOMAL LEAWE TAKEN
HOLIDAY TAKEM
‘COMP TIME TAKEN

HOLIDAY BANK TAKEN

LEAVE WITHOUT PAY

;|
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Reviewing Time and Attendance Data

Using the Inbox to View/Send Messages

The Inbox allows you to manage tasks and email messages sent via eSTART. In particular, the
Messages tab allows you to create, read, reply to, and delete messages using eSTART’s internal
messaging system. Employee requests for leave are one example of a typical message managers will

receive.

INBOX

Last Refreshed: 3:13 PM

TASKS MESSAGES

From

Exempt1, BEdw ardA

As of Date: l— E

Subject

Exempt1, Edw ardA Leave Request 1870 starting on 01/21/2014 thru 01/21/2014

Received
12/31/2013 8:004M { GMT -06:00) Central Time

Exercise

1 From the Related Items pane,
select My Inbox. INBOX

Last Refreshed: 3:13 P

the message you want to review
and click Open.

2 From the Messages tab, select e MESSAGES

As of Date: I E

From

Subject

t Exempt1, Edw ardA Exempt1, Bdw ard4 Leave Request 1870 sta@on 01/21/2014 th

3 What do you want to do?

e Click Close to close the
message.

e Click Reply to compose a [Eme  [EEnld, S
message.

e Click Delete to remove the
message from the Inbox.

e Click Print to send the
message to a printer.

e Click Help to access online
help for this feature.

ﬁ:Message - Windows Internet Explorer

Received: 12/31/2013 8:00AM (GMT -06:00) Central Time

Exempt1, Edw ardA requests leave starting on 01/21/2014.

GEEamo

& http:/fkys-us-soa.int kronos, comjwicfapplications ems/html/EMSOpentessageDialog, jsprrowindex:

Subject:  Exemptl, BEdwardA Leave Request 1870 starting on 01/21/2014 thru 01/21/2014

Note: Users who have an Outlook email account will also receive these messages in
their Outlook mailboxes.
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Generating Reports

Purpose

You can generate reports on a daily, weekly or pay period basis, or any time you need information to
accomplish your business tasks.

Exercise

For auditing and validation purposes, you want to review all your employees’ timecard hours and totals for
the pay period in a report format. Select the Time Detail report to review this information.

1 From the Related Items pane,
select Reports Manager. ‘:I Reports Manager

Note: You may also run a report Timecard | Schedule Peupl eave Cases

for a specific set of employees by

selecting the employees in a RECONCILE TIMECARD VIEW
customized view and clicking the
Reports quick link. Last Refreshed: 4:48PM

Actions * Amount ¥ Schedule ¥ Leave

Name 17 nexcused Miszed
Abhzence Punich
Exemptl , Ecbhwardd,
Manager] |, Juniord W '
Memaebyel | Meild,
Punchi, Penny&, v
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2 From the Select Reports tab, click
the plus (+) to display a category’s REPORTS

contents.
' SELECT REPORTS " CHECK REPORT

——
(RN p—

+ Al =

+ Accruals

+ Biometrics

+ Detail Genie
+ Roll-Up Genie
+ Scheduler

Timecard

Accrual Detail

Employee Schedule - Monthly
Employee Schedule - Weekly
Exceplions

Hours by Labor Account

Hours by Labor Account (Eccel)

Timecard Audit Trail oo

Time Detail j

3 Click a report name.

TIME DETAIL

+ Biometrics
+ Detail Genie ‘Description Displays detailed data about each employee's punches, duration, and pay code
L. + Rol-Up Genie edits. Summary data is displayed per employes, totaling time and money by labor
Note: A description of the report + Seretuer ST e e, T T )
displays at the top of the page. - Timecerd Peaple A1 Home
‘Accrual Detail Time Period

Current Pay Period
Employes Schedule - Monthly

Emplayes Scheduls - Weskly Pzt remEn ez |

Hours by Laber Account ActualiAdjusted [Show nours credted to ts period only.
Hours by Labor Account (Excel . Output Format Adobe Acrobat Documenti.pdf)[ ]
Time Detall -

Time Detall (Excal)

4 Select AL-All home and

Transferred-In from the People (Peoph: |AL_A|| Home and Transferred-In
drop-down list.

. Time Period ’ -
5 | Select Current Pay Period from \ | Current Pay Period
the Time Period drop-down list.

Page Break between Employees Mo -
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6 Select one or more available
options to identify the report
information you need.

Note: Options may vary by report.

Page Break between Employees

No [v]

|5nuw hours credited to this period only.

ActuallAdjusted

. Output Format IAdobe Acrobat Ducument(.pdf}

7 Select an Output Format.

Note: Reports that have (Excel) at
the end of their names allow you to
run the report in Microsoft Excel
Document (.xIs) format. All other
reports can only be run in Adobe
Acrobat Document (.pdf) format.

8 To generate a report, click Run
Report.

REPORTS

SELECT REPORTS

Run Report Refre

CHECK REPORT STATUS

9 After selecting Run Report, the
Check Run Status tab displays.

The Status column displays
Waiting.

REPORTS

CHECK REPORT STATUS

SELECT REPORTS

Report Name: Format Dateln %+

Date Done Status
Waiting

name to view.

Time Detail pdf 12:55PM
Click Refresh Status. \
The Status Column diSplayS Report Name Format Date In v Date Done Status
Complete or Falled once the Time Detail pdf 9/04/2013 12:55PM 9/04/2013 12:55PM Complete
application has finished the report.
10 | Once Status is Complete, click on
the report name to highlight it and REPORTS
do any Of the fOIIOWIng: SELECT REPORTS CHECK REPORT STATUS
e To use menu options, click m— -
N ’ poi a5 Dele
View Report. m
. Report Name Format Date In * Date Done
e Or double-click the report
p Time Detail pdf 8/04/2013 12:55PM B/04/2013 12:55PM

72




eSTART Managing Timecards and Schedules Course Guide for Managers

11 | (Optional) While viewing the report,
you can do any of the following:

e To print the report to a local
printer, select the Print
button from the menu that
displays on the report.

e Tosendareportinan e-
mail message, select File >
Send > Page by E-mail,
and complete the e-malil
message contained in your
default e-mail client.

Here is an example of a Time Detail report.

Time Detail Data Up %o Dain: BAAZ013 10:65:27 AM
T Poiriod: Br9GG012 - BONRM3 Expoutnd on: SO4A0012 115540 CMT-06:00
Cuory: Al Homa Frintnd for. crossGG
ActualiAdusind Show hours ordiied o this poriod only. Insort PFago Ercak Afler Each Empicyon: Mo
Diate/ Tirne: Aophf To In Punch In Exc CutPunch  Ouwt Exc Cvernide AdjErt bonaf D Totaled  Cume Ted
Amourt Amrount: Amount Amcaunt Amcunt Amcunt
Aldove. Accound Comwament AW Work Rule
AZIA013 To30:00 AW 11:02:00 AM 3:30 4330
2232013 11:30:00 Aki 3:68:00 Pl 4:30 4800
a2ar2013 T:30:00 AW 11:02:00 AW 330 6130
262013 11:34:00 Ak 3:69:00 Pl 4:30 5600
SET2003 2000 A 11:22:00 A 345 EO:4E
TIN5 11:58:00 Ak 4:02:00 Pl 495 8400
282013 8:00:00 AM 11:00:00 AM 300 700
LV
282013 11:30:00 Ak 0:00 700
WO
22013 To35:00 AW 11:22:00 AW 345 TO:AE
22203 11:4E:00 Abi 4:03:00 Pid 416 TED0
Labar Account Surrmarf Paf Code Hours arad Daf'=
010 19ASBE00 190 090
LAl Worked 75:00
REGULAR 75:00
Total Leave and Req Hours T5:00
Tetal Req and Contract TE5:00
Total Warked Tine 75:00
Combined Paff Cods Surmard Paf Code Haurs loref D=
LAl Worked 75:00
Tetal Leave ard Reg Hours T5:00
Total R=g and Comtrac TE:00
Total Wardzd Tirre T5:00
Todals: 300:00 $i0.00 0uo

Page 7
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Setting Up Report Favorites

If you run the same report with the same options regularly, you can established the report as a favorite.
You can run the report as needed without having to reset your options. Favorites display as a new
category at the top of the list.

Exercise

You use the Exceptions report often and want to retain the criteria for regular use. So you decide to save
this report as a favorite.

1 Select the Exceptions report.
) - REPORTS
2 Click Create Favorite.
SELECT REPORTS CHECK REPOR
= L
+ Al =
+ Accruals
+ Biometrics
+ Detail Genie
+ Ruoll-Up Genie
+ Scheduler
— Timecard
Accrual Detail
Employee Schedule - Monthly
Employee Schedule - Weekly
3 In the Favorite Report field, name
the report Pay Period Exceptions. ) secktotepens i
REPORTS
4 In the Author’s Remarks field, serccrnevonrs | GIERREPORVETATR
enter descriptive data (optional). w—
5 Select the options that you would A
like to see in the report. - s PAVORITE REPORT
) ) = DetalGene T Pay Period Exceptions|
All options are in the Selected - Author's Remarks
window. If only certain options are + seneauer
. — Timecard This Favorite Report is based on
needed, move All selections to the roport  Excosions
Available window, then select the Eesce il onf
. . Employee Schedule - Weekly scription isplays exceptions and comments attached to the start or end of a shift, break or meal, as well as absences for ez
options that are desired. Hold down - DRI e TR s e st eng T s e s et et
) )  People AL-AllHome and Transferec-n [0 [l
the CTRL key for each selection. Hours by Labar Account S
. Hours by Labor Account (Excel) Current Pay Period i
Use the left and right arrows to et st aoenews (o
move the selections to the Selected Tn pe oo
pane. Time Detail (Excel) a E::;?‘:‘W Deduction 5
Late In
o Sipoes 1
. Ui Doy Emioyed voaton i
Note: Options may vary by report. = |sse v muncn
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6 Click Save Favorite.

REPORTS

SELECT REPORTS CHECK REPORT STATUS

rerre
Create Favorite Save Favorite ' Duplicate Favorite Delete Favorite

7 Confirm that the report is displayed

in the Favorites category. REPORTS

SELECT REPORTS CHECK REPORT 5T

[Foneport_ ] Retresh

Create Favorite

— Favorites

Pay Pericd Excepticns

-

F.
+ Al
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Working with Time Off Requests

Using the Manage My Requests Widget

Purpose

The Manage My Requests widget summarizes all requests in one window and provides all supporting
information needed to process requests. Requests can come from employees or other managers, such
as, manager delegation requests. In the Manage My Requests widget, managers can process requests
one at a time or simultaneously process multiple requests of the same type. Managers can also filter the
list of requests displayed in the widget and sort the list by column.

Request Type Request Status
Manage My Requests \ / Ei“'l
Schedule Period q == AL-allHome ransfq
Time-0ff - D@Jmitted (]
Getails Edit Approe Refuse Pending Retrack Regquest Time OFD‘_
Submit Date Status Submitted By Start Date Employee End Date Pay Code Comments
1273142013 8:0040  Submitted Exernptl, Edwards  1/21/2014 Exernptl, Edwards,  1/21/2014 AMMUAL LEAVE T} Motes
Type Balance Range of Dates Beginning Balance Planned Usages Pending Accruals Ending Balance sl
EXCESS AMMUAL LEAWE | 1/01/2014 - 1273152014 0:00 0:00 0:00 0:00
ESCROMWY SICK LEAWE 170172014 - 12/31,/2014 0:00 0:00 0:00 oo | =
AMMUAL LEAVE 1/01/2014 - 12/31/2014 25735 0:00 95:20 352:55
MILITARY - FED - TAK.., | 1/01/2014 - 12/31,/2014 0:00 0:00 0:00 non |~
SICK LEAVE 170172014 - 12/31,/2014 173:20 0:00 95:20 268:40
LWOP - TAKEM 1/01/2014 - 12/3172014 -153:00 0:00 0:00 -153:00
EXCESS SICK LEAWE 1/01/2014 - 12/31/2014 0:00 0:00 0:00 0:00 z
Request Tabs Request Actions
Component |Descnpﬁon
Request type This field enables managers to filter the requests that are listed based on the
request type.
Request status This field enables managers to filter the requests that are listed based on the
request status.
Request tabs These tabs display different information relevant to the selected request.
Request actions These buttons enable managers to perform actions related to processing

employee requests.
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Exercise

Edward Exempt is requesting time off. You want to view his request and approve the request.

2 1

1 To access the Manage My
Requests widget, choose one of
the following:

e Select a request type in the
Requests alert list.

View All

2 In the Manage My Requests
widget, click the | Manage My Requests @
Maximize/Restore icon to expand
the widget to its full size.

3 Leave the default values or select
new values in the Time Period and [ 2/03/2014 - 8/01/2014, 5E|EC.T] = T]

Show fields. ==

Time-Off q Multiple ()

7
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Confirm the default values, or
select new values in the Request
type and Request status fields.

Note:

e The Request type field
lets you select the type of
requests you are viewing.

e The Request status
button lets you limit which
statuses display. For
example, you may only
want to view Submitted
requests.

For this exercise, leave defaults.

Time-Off >
Mgr_Delegation

Tirne-Off

Approved

Cancel &pprowved
Cancel Refused
Cancel Submitted
Draft

Fending

Refused
Retracted
Subrmitted

<

<

<

<

Suspended

X
Sl Status

E
1/2

Select a request to process.

For this exercise, select Edward
Exempt’s request.

e Select the Accruals tab to
display the employee’s
accrual balances.

e Select the Details tab for
more detail on the selected
request.

Type
EXCEST ANMUAL LEAVE
ESCROMS SICK LEAWVE
AMMUAL LEAVE
FAILITARY - FED - TAK..,

Accruals Details

Balance Rangd
1017014 - 12
10142014 - 12
1017014 - 12
10142014 - 12

To approve, refuse, or perform
another action on the selected
request(s), click the applicable
button.

For this exercise, select Approve.

| Details Edit

Approve

Refuse Pending

Retract

In the dialog box that displays,
verify the information and, if
applicable, select a comment from
the Comments drop-down list

and/or enter text in the Notes field.

Also, verify requests for Hours
were submitted in 15 minute
increments.

Click the Approve button.

Approve Time-Off Request

3 Submitted  12/31/2013-8:00:004M
Modified by Exemptd, Edwarda,
Employee  Exernptl, Edwards,
Requested
Type Time Off Request
ANMUAL LESVE TAKEN
172172018

Pay code
Start date End date
Duration Hours

Start time B:00AM Length

Com ments

=

172172014 i
200 h

Cancel

10

Click Refresh to update the Alert
icon.

11

Close the widget using the Gear
icon.
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Editing Time Off Requests from the Schedule Editor

Purpose

Another method for approving a time off request is from Related Items > Schedule Editor. One benefit
of using this option is you can view the schedules of your employees for that time period. You can make
sure you have coverage during the time period.

Exercise

Edward decided he doesn’t need this time off after all but he is off site today and the request needs to be
cancelled. As his manager, you can cancel the request on his behalf.

1

Go to Related Items > Schedule
Editor.

Select Resize button to maximize
the widget.

Change the Time Period to Range
of Dates. Then select the date
range that coincides with the time
off request. (Edward’s request is
for Tuesday of the Next Pay
Period)

Note: Requests are retrieved
below using this time period
setting. It may be necessary to
modify this selection to see
particular requests.

Show |AL-All Home and Transf.. - | =™  Time Period | Current Schedule Period | [ Refresh.|

In the lower portion of the screen,
select the Requests tab.

COMMENTS = REQUESTS

Requestfor | Time Off Request v | Status | All Status -

Note: This portion of the screen
can be resized by clicking the
mouse on the three dots in the
center and dragging them upward.

From the Request For drop-down,
select Time Off Requests.

Leave the Status drop-down
defaulted to All Status.

Select Reload.

COMMEMTS | REQUESTS

Request for Time Off Request « | Status

Al Status - eload|

The request previously approved
for Edward Exempt displays.

COSMENTS | REQUESTS
Requestior  TmeOffFequest v | Status  AlSubs - =

2n1aa0e 282018

Star Dale End Dale Daie Range Number

Leagh Status Satmited o0
200 Hours Agproved 131214 B00AM
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Right-click on the row to display a
menu of options.

In the lower portion of the menu
are items that may be selected to
change the status of the request.

Note: Options will vary based on
the current status of the request.

Add Reguest =
Edit Reqguest =
Delete Request

Wiew History —=»

Cancel Submitted
Retracted

Choose Edit Request to display
further information about the
request. The status of the request
may be changed from this window.

Choose Cancel Submitted from
the Status drop-down. Then click
OK.

Click on the Save button.

Note: The employee may also
request the cancellation.

Employee Exempt1, EdwardB RequestID REQ_1333

Request for |Time Off Request Status Approved -

End Date *
211812014

Start Time
* | 8:00AM 200

Start Date * Duration *

21182014

Pay Code *
ANNUAL LEAVE

Length
| Hours.

Comments Notes

Hotes =

Lot | cancel | tcia |

10

Highlight the row again. Status is
now Cancel Submitted.

Right-click on the row to display
the menu. Select Cancel
Approved.

The message box displays. Select
Yes.

Workforce Central

Restore schedule?

red |

11

Notice Edward’s schedule. It
shows two schedules.

The original schedule was
restored, but the modified schedule
was not removed.

BY EMPLOYEE | BY GROUP

Actions v Shift v+ Day Code v View ¥

Washington or Jefferson
Sch Hrs,

Sun 216 =~

satas Mon 217

Name 1/ |Total Pay Status H....

Ba-ap 8a-5p

Exempt1, EdwardB 40:00 40.00
10z - 5p

12

Click in the cell with the double
schedule. Delete the incorrect
schedule.

Save the Schedule Editor page.

Tue 2M8

ga-ap

13

Close the Schedule Editor tab.
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Performing Additional Manager Tasks

Requesting Backup Coverage

Purpose

You can temporarily delegate your manager tasks in eSTART to another manager. The other manager
can perform your tasks using their own user names and passwords. For example, they can modify
schedule shifts for absent employees, or review, edit and approve timecards. This allows the business
process to keep moving even when you are not there. All edits they perform are recorded and assigned to
their names for audit purposes.

Exercise

You are out of the office for two days. You send a delegation request to Junior Manager so that you can
temporarily assign your timekeeping tasks to him. This will ensure that your employees’ timecards are
processed for payroll on a timely basis.

1 From the Related Items pane,
select Temporary Delegation. ‘:, Temporary Delegation

2 From the list of actions, select

Mgr_Delegation. ACTIONS

Last Refreshed:9:51 AM

Categories IA"

Actions

t-l Mgr_Delegation }

3 The Create Delegation window
opens.
Note: If another delegation

assignment exists, click Create
New Delegation.
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4 From the Delegate drop-down list,
select Junior Manager.

5 Select today’s date from the Start
Date field and tomorrow’s date
from the End Date field.

6 From Manager from the Role
drop-down list.

7 Click Save & Close. The

application sends the delegation
request to the other manager’s
Inbox.

Existing Delegations

MNone

New Delegation

* Delegate: |r-.-Ianager‘l:JuniorA j

* Start Date: [1/17/2014

* End Date:  [1/18/2014

* Role: Manager Role i

Save & Close I Cancel |

Er
Er
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Accepting or Declining Backup Coverage Requests

Purpose

When another manager sends you a request to cover his or her timekeeping and scheduling tasks, the
application automatically places a task in your Inbox. The delegation request specifies the start and end
dates and the role you will assume. You can access the request to accept or decline from the My Inbox
widget.

Note

An indicator for delegation will also display from the Requests icon. The method described
above in the Working with Time Off Requests section can be used to approve these requests
as well.

Exercise
For this exercise, log off as Johnx.Manager#. Log on as Juniorx.Manager#.

John Manager is going to be away attending a conference next week. He sent you a delegation request
that you will review and accept.

1 From the Related Items pane,
select My Inbox. ‘:I
My Inbox

2 From the Tasks tab, select the
delegation request and click Edit. INBOX

Last Refreshed: 10:43 AM

Note: You can also double-click
the request to view the request

details. w W

TASKS MESSAGES

Status Iﬁ.l:t'rv& vI As of Date: |12_-'1 83/2013 E Categorie
From Subject
G‘.an ager1, Johna Mgr_Delegation, Accept Delegation Form )1!1?!2014 10:
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3 To accept the request, confirm that
the Accept Delegation button is

Mew Delegation
selected.
Delegator: Manager1, JohnA
4 (Optional) Enter a message to the Start Date: 1172014
requesting manager in the
Comment field. End Date: 1182014
5 Click Save & Close. Role: Manager Role

Note: eSTART automatically _
sends a message to the delegator | |Action

to confirm that you have accepted | f e\t o ctionf & Accept Delegation
or declined the delegation request.

i~  Decline Delegatio

Comment: ;I

-

1| Sawe & Close I} Cancel |
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Switching to Delegated Roles

Purpose
After you accept a delegation request, the application automatically provides access to the tasks defined
in the role profile on the specified start date. A Switch Role link displays as a quick link so that you do not

have to log on as the manager who delegated the tasks to you. The link identifies which role you currently
are working.

Exercise

John Manager delegated his tasks to you (Junior Manager) this week and you are ready to perform his
timekeeping tasks. You do not need to log off as yourself and log on as the other manager because you
can switch roles while logged on with your own user name and password.

1 Click the Delegate Authority icon

found just to the left of your i

usernaJ\me at the top of)’:he eSTART _"I JI__Jr'm:ur'.u. Managerl

Navigator window State of Alabam Sign Out
Delegator [Start - End]

Note: If you do not see the Switch  Manager Wa  Ivlyself[ -]

Role link, log off and then log on Managerl, lohnd [Manager Role] [1/17 - 1/18]
again using your own user name
and password.

2 Click to select the manager whose
tasks you will perform as his or her
delegate.

3 The username at the top of the
Navigator now displays your name
and the name of the person whose
role you have assumed.

eSTART
State of Alabama

™ Manager Workspace

Note

You can perform any management functions that are delegated to you for the delegating
manager..
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Cancelling Delegations

Purpose

The delegation rights are automatically removed on the end date. However, you can end the delegation
earlier if you wish.

Exercise
For this exercise, log off as Juniorx.Manager# and log back in as Johnx.Manager#.

You (John) had delegated your management tasks to Junior Manager for two days. However, you
returned the next day, so you will cancel the delegation.

1 From the Related Items pane,
select Temporary Delegation. Temporary Delegation

2 From the list of actions, select
Mgr_Delegation.

3 Click Remove Existing

Delegation.
4 Click Next. Action

Select Action: () Create New Delegation

5 Select the existing manager
delegation that you want to cancel Existing Delegations
and click Delete.

Manager1, JuniorA 1172014 - 1182014, Manager Role

( Delate )Cancel |

The Del nfirmation
6 | The Delete Confirmatio P ——_ Y
message displays.

& http://kronostrain state.al/ufc/KDWEFormS:

Junior will no longer have the Delegation Deleted!
option to switch role.

He will receive an email message
about the cancellation.
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Finalizing Timecards

Reviewing Time Data at the End of the Pay Period

Purpose

As you have already seen, the Reconcile Timecard widget helps you to identify timecard discrepancies
at the end of a pay period so that you can perform final edits. You must correct all exceptions before time
data is signed off by Administrators. Otherwise, employees may not get paid correctly for that pay period.

RECONCILE TIMECARD VIEW chow [ACATome srd Tt ¥ WM 1me perioa [Frves Py~ W

Last Refreshed: 1:28PM

Actions ¥ Punch ¥ Amount ¥ Schedule ¥ Leave ¥

I e Early In Late In Early Out Late Qut e Holiday Skipped TEEED

Ui & Absence Punch Hours To Date
Exempt1, EdwardA W
Managert, JuniorA s s s
Newbyl, Neild, b4
Punchi, PennyA v v Ve v

v v

Stamp1, SandyA

The Employee Hours View widget is useful for verifying that your employees have the correct number of
hours for the pay period. It also shows employees with compensatory time and overtime.

EMPLOYEE HOURS VIEW Time perioa [Frovius Pay Forod__~ | ez

Last Refreshed: 1:29PM

Actions > Punch ¥ Amount v Schedule ¥ Leave ¥

Person Name 14 Person ID Pay Rule Regular Hours Non Worked Hours | Reg & Non Worked 0T1.5 aT1.0 Comp 1.5 Comp 1.0 Total Hours
Exempt1, EdwardA 10101 ESMARS-EXEMB-EXEMP-UNCLA 604 72:00 800 £0:00 80:00
Manager1, JuniorA 10301 SMARS COMP 60P 65:00 8:00 73:00 73:00
Newby1, Neild 10501 Needs Update
Punch1, PennyA 10201 SMARS COMP 60P 70:30 70:30 70:30
Stamp1, SandyA 10401 SMARS COMP 80P 70:00 .00 78:00 78:00

The Pay Period Close widget is also useful for making a final review of your employee time records and
also displays indicators for employee and manager approvals. You can access employee timecards from
either widget to make final corrections and approve employee timecards.

PAY PERIOD CLOSE VIEW o BEIR rime perioa [Freveus Py rorod | T

Last Refreshed: 1:40PM

Actions * Punch ¥ Amount ¥ Schedule » Leave ¥

S - = s e i ==
Exempt!, Edward4 Manageri, John&
Manager1, JuniorA 4 1 v Manager1, JohnA
Hewby1, Neild Manager!, Johna
Punch1, PennyA v Manager1, JohnA
Stamp1, SandyA v 2 Manager!, Junior&

Note

A reminder to approve timecards will be sent to all employees’ inbox the day after the end of
the pay period. Users who have an Outlook email account will also receive these messages in
their Outlook mailboxes.
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Approving Timecards

Purpose

After you finish editing your employees' timecards, you need to approve them to indicate to Payroll that
they are ready for processing. After you approve a timecard, the employee cannot make any edits unless
you remove your approval.

Exercise

You have reviewed and performed all necessary edits to your employees’ timecards. You now approve
the timecards for the previous pay period on each timecard. Note: As a rule, your non-exempt and
hourly employees should have approved their own timecards before you approve them. For
purposes of this exercise, employee approval has not been completed.

1 From the Related Items pane,
select Reconcile Timecard. I:, Reconcile Timecard I: Pay Period Close

Related Items > Pay Period Close
is another option for selecting your
employees.

Note: Pay Period Close may still
be open from the previous exercise.

2 From the Show drop-down list,
select Al-All Home and
Transferred-In.

From the Time Period drop-down
list, select Previous Pay Period.

3 | Select all the employees in the list, [ e L o —
right-click and select Timecard. —
4 The timecard of the first person in
the list displays, but all are in the ; o —
Name & ID drop-down. There is Name 81D |Exempti Edw.. = | [20101 © 105

also a scroll bar to the right that can Time Period | E*€mpt, Edwards -
Manager1, JuniorB
be used to move between the

) s tv A Newby1, NeilB
employees’ timecards. = PPl punch1, Pennya

° Review Outstanding In | Stamp1, SandyB er Out
exceptions

[ Leave ¥

e  Confirm total number of
hours

e Address any other changes
needed
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5 On the first employee, select
Approvals > Approve.

TIMECARD

Loaded: 12:51PM

Name & ID Exemptl, Edw... =

Actions * Punch ¥ Amount | Accruals * Comment ¥ | A ovals
Date Pay Code Amount <@

Thu 1116 - g:00f Remove Approval

=T

6 Scroll to the next employee in the list
and choose Approvals > Approve.

Note: Any exceptions on the
timecard must be addressed before
approving.

TIMECARD

Loaded: 10:23AM

Hame & ID Punch, Penny

Time Period |Previous Pay Perio

a:g Actions * Punch ¥ Amount | Accruals ¥ Comment ¥ | Approvals Reportd
Dste Pay Code Amourt In £ #pprove

Thu1/02 - 2:004M Remove dpproval

[x] | [&] Fri1ms - 50044 > | 12:00PM

7 To confirm the approval status on a
timecard, click the Sign-offs,
Requests & Approvals tab and
review the Timecard Approval by
Manager information.

TOTALS & SCHEDULE LEAYE REPORTING PERIOD WIEW AUDITS ' SIGN-OFFS, REQUESTS & APPROVALS '

Action Taken | Select an action ©

Action Taken
Timecard Approval by Manager

Etfective Date
11572014

Start Time Amourt Reason Commert

8 Close the My Views tab.

@ Best Business Practice

Each non-exempt or hourly employee must approve his or her timecard. This helps to
ensure its accuracy before manager approval is applied.
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Creating Ad Hoc and Personal HyperFind Queries

Purpose

eSTART uses HyperFind queries to search and return employees who meet a specific set of criteria. You
can use HyperFind queries in eSTART widgets and reports. All the options in the Show drop-down list are
HyperFind queries. If an existing HyperFind query does not return the correct set of employees, you can
create your own Ad Hoc query. Ad Hoc queries are temporary and are available only during your current
session. Once you log off, Ad Hoc queries are no longer available.

Another option is to create a Personal query. Personal queries are available only to you and remain
available until you remove them. However, you may share them with others.

Exercise

You want a quick way to access all employees with Comp Time hours. Create a Personal HyperFind
guery to see all employees that meet these criteria.

1

From a widget, such as Reconcile
Timecard, select one of the
following from the Show drop-
down list:

e Edit Ad Hoc to modify the
Ad Hoc query for this
session only.

e New to create a new
personal query for reuse.

For this exercise, select New.

Note: This function may also be
accessed from Related Items >
Setup > HyperFind Queries.

Show

Time Period

Early In

Ad Hoc

_Edit_

Ad Hoc

AL-All Home and Transferred-In
All Home

Arrears Employees

Current Employees

ey .. \

Edlit Ad Hu:.c:...}

Ot

Un=ch
Haw
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2 Select a filter from one of the filter
categories. Filters
General Information
. . . Timekeeper
,\F/lor this exer(ils;el,jseltéct(;l'lme E- Time Management
anagemen ay Code. Jobs
Accounts
Pay Code
Exceptions
Comments
Reviewed Exceptiol
3 Radio buttons are available to SavGod
choose Include or Exclude (;": l“:j ED e oot s et s conc
people who meet this condition. e
Worked | more than hd
Leave Include selected.
Amount |0:00 (Hours)
4 Worked drop-down defaults to n
More Than. Leave this selected.
Total Hours
ADDITIONAL HOURS
Key 0.00 in the Amount field. ANNUAL LEAVE TAKEN
BLOOD DONATION
5 Locate the Comp Time Pay Codes COMP OVERAGE PAYOUT
from the list, highlight Comp Time COMP TIME EARNED 1.0
Earned 1.0 COMP TIME EARMED 1.5
" COMP TIME TAKEN
6 Click Add Condition. CONTRACT EMPLOYEE
EXCESS ANMUAL LEAVE
7 Repeat steps 5 through 6 to add —
Comp Time Earned 1.5.
Selected Conditions
8 Click the Test button to review the COMP TIME EARNED 1.0 hours worked is mare than 0:00
samp|e query results. If no COMP TIME EARMED 1.5 hours worked is more than 0:00
immediate results, choose
Previous Pay Period.
Click the X in the upper right-hand
corner of the test window to close
the dialog box.
If you do not receive the results
you expected, edit your conditions.
9 Click Save or Save As.
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10 | What type of query do you want to
create? || Save Query As ‘ ﬂ
e Select the Ad Hoc — temporary . : :
query option to use thIS query Hew Hame Employees with Comp T|rne-|
only during your current session.
e Select the Personal — visible Description
only to me option if you want to
be able to use the query on an Visibility
ongoing basis. ") Ad Hoc - temporary query
@) Personal - visible only to me
For this exercise, select Personal-

visible only to me. ~ ok N cancel | telp_|

11 | If you selected Personal, enter a
guery name and a description.

12 | Click OK.

13 | If you created a Personal query,
you will be able to view it in the
Show list.

Show |AL-AllHome and Transf... -
AL-All Home and Trans1ﬂ

Return to Related Items >

Reconcile Timecard to view your Arrears Employees
query. - | Current Employees
Miss Employees with Comp Time_™
Select Previous Pay Period from Puncl? | | ]
the Time Period.
Mew...
Tip: Personal queries display in Edit &d Hoc...

regular text (not bold).

14 | Close Reconcile Timecard tab.
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Assigning a Personal HyperFind Query to Another Person

Purpose

A personal HyperFind query may ordinarily only be used by the person who created it. However, you may

share it with another person or persons to whom it might be helpful.

Exercise
You created the HyperFind query above to assist with monitoring Comp Time. You feel this query would

be helpful to other managers and wish to share it.

1 From the Related Items pane,

select Setup. Setup

Then, select Query Manager

2 Select Find to retrieve a list of
existing queries. Search
QUERY MANAGER

Last Refreshed: 2:03PM

Setup > Common Setup

Name: |*

Name 14 Query Name
Manager1, JohnB Employees with Comp Time
3 Highlight the query to be assigned.
Click the Assign button.

4 The Assign Query window ==
displays with a list of available =
names. - 1

Name:
A Search field is available to @

narrow the search, if needed.

Available Entries:

Select Junior Manager. Name
Manager1, JohnB

Manager1, JuniorB
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5 Message displays to indicate
whether assignment was Workforce Central . M
successful.
Select the OK button. Query azsignment was successful.
Note: Only one nhame may be @
selected. Repeat steps to add i
others, if needed.

6 The assigned person now has
acc_ess to the query from any of Show |Employees with Comp Ti... ~ | =™ Time Period | Previous Pay Peried - | [ Refresh..|
their Show drop-downs.

7 Close Setup tab.
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Using the Employee Workspace

Sometimes you will need to access your own employee records. For example, you will need to submit
your own requests for time off as an employee. To access your time and calendar data, you have access
to a workspace called the Employee Workspace. You have fewer rights when accessing your own
information than when accessing your employee’s records.

Accessing the Employee Workspace

1

Click the Workspaces tab.

Click the Employee Workspace
option.

[1of 2 Items ]

mployee Workspace

: ® Workspaces a /

From this workspace, you have access to:

My Timecard
My Timestamp
My Accruals
My Calendar

Change Password

e My Extended Leave Requests
e My Inbox
e My Reports

e My Time Off Requests
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Primary and Secondary Widgets

The Employee Workspace includes its own Related Items pane as well as four default widgets. These
widgets can be in a primary position or secondary position. In most cases, you can only work in the
primary widget.

Primary Widget Related Items pane

eSTART Train JohnA Managerl
State of Alabama 5ign Out

Current Pay Period x5 | Refresh More v f Transfer - ' 4
= -
Date Pay Code  Amount In Transfer Out Shift
Mon 6/16 e 800 ~;h Record Tenestarp
Toe 6/17 5:008 00
Wed 6... 800
Accruals 3
Tha 619 &100
Fri 620 $:008M 00 Asof | 6/18/2014 = 0
Saté/21 3 Type 14 Beginein *
<] - : : : . = v | ANNUAL LEAVE 480:00 [~
BEREAVEMENT OWED 0:00 |~/
A = Account - My Calendar TSR e
Account Pay Code —
00 10000/ 1000 10/+/+/+/ REGUAAR
My Totals
d

Secondary Widgets

You can make a secondary widget the primary widget by clicking the gear icon in the upper-right corner of
a widget and selecting Pop-out. The current primary widget will shift into a secondary widget position.
Other available widgets can be accessed from the Related Items pane.

My Calendar a3
4 January
Claze
5 M T W T T

96



eSTART Managing Timecards and Schedules Course Guide for Managers

Reviewing and Approving your Time using My Timecard

Purpose

When you need to review your own timecard, you will access it from the Employee Workspace. You will
also use the My Timecard widget to approve your own time for the pay period. Currently, at the end of
each pay period, you have to sign your timecard signifying that the times entered are true and correct.
With eSTART, you electronically sign your timecard by simply “Approving” the electronic document.

Exercise

You want to review your timecard and approve it for the pay period.

1 In the Employee Workspace, verify
that My Timecard is the primary
widget.
If not, click the gear icon on the My
Timecard widget and select Pop-
out.
2 Click the Resize button to
maximize the My Timecard widget. W Manager Workspace | @ Employee Workspace
My Timec@ o™ F
Note: Use the same button to : S ~
return the widget to its default size. LurentPay Period T i Refresh More ¥
3 Select the Previous Pay Period to -
review. My Timecard
t Prewious Pay Period w ||
Prewious Pay Period |
Current Pay Period !
Mewt Pay Period
4 Review your timecard. Blue = Excused Absence
Note: You do not have rights to edit | Red = Exception (see manager before approving)
your own punches. Green = Manager has marked as reviewed
= Manager has added a commen
9 = Manager has added t
Purple = Populated by eSTART
5 Review the Totals Detail section of | ———————"" " o e B
the timecard which contains the — o P~
breakdown Of your Worked and 002/0000,100010,/20005/-/~/- COMP TIME EARNED 1.5 0:30
non-worked time. 002/0000/100010/20005/-/-/- HOLIDAY EARNED 500
002/0000/100010/20005/-/-/- HOLIDAY TAKEN 800
002/0000/100010/20005/~/-/- REGULAR 72:00
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6 To approve your timecard for the
selected time period, click the More
button and select Approve. Refresh @ Approe
T Out Shift Daily Remove Approval
0:00 8:00
S:00FR &:00 &:00
7 Timecard is Approved displays F
above the Time Period drop-down. My Timecard
Tirnecard is Approved
Previous Pay Period - ||
8 Select Resize to return the
timecard to its original size.
Note
A reminder to approve timecards will be sent to the employee’s inbox the day after the end of
the pay period. Users who have an Outlook email account will also receive these messages in
their Outlook mailboxes.
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Using My Timestamp

Purpose

If you are an employee who is required to punch from your workstation, you will use the My Timestamp
widget to record your punches during your shift.

Exercise

You want to record a punch for the start of your shift in the Employee Workspace.

Select Current Pay Period.

Locate the My Timestamp widget
in the Employee Workspace.

® Employee Workspace

My Timestamp

o=

Refresh

P

hare -

Transfer

=

Last Timestarnp: Monday, February
10, 2014 2:4558M Central Time

l

:h Record Timestamp

de Amount In Transfer Qut
o g0 &
Y - - Q:h Record Timestamp
LHILIECS S:00PM
2 Click the Record Timestamp
button. .
4 Record Timestamp
3 Note: The date and time of the last - —
recorded timestamp displays on the My Timestamp S
My Timestamp widget.
Transfer -,
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Using My Accruals

Purpose

As an employee, you can review your own leave accrual balances from the Employee Workspace.

Exercise

You want to review your own leave balances from the Employee Workspace.

1 Locate the My Accruals widget in
the Employee Workspace.

2 Click the gear icon on the My
Accruals widget and select Pop-
out.

Note: Another option is to click on
the widget and drag it to the main
workspace.

As of

171774014

Type
AMMUSL LEANE

BEEREAVEMEMNT CW/ED

Lo DTt STl L CASIC

476:20

0:00
n.nn ﬂ

3 The My Accruals widget displays:

Type: The type of accrual balance,
such as Annual Leave or Sick
Leave.

Balance Range of Dates: The
leave reporting period (current
year).

Beginning Balance: The accrual
balance from the payroll system as
of the date in the As of drop-down.

Planned Usages: The total amount
of time scheduled to be taken, from
the As of date through the end of
the Reporting Period (12/31).

Pending Accruals: The total
accruals projected from the As of
date through the end of the
Reporting Period (12/31).

Ending Balance: The total
accruals projected from the As of
date through the end of the
Reporting Period (12/31).

My Accruals

Asof | 171772014

&

Accrual Profile: AL - EXEMPT BENEFIT ELIGIBLE
Type la

ANNUAL LEAVE

EEREAVEREMT COFED

Balance Range of Dates
1/01/2014 - 1273172014
1/01/2014 - 1273172014
ESCROWY SICK LEAVE 1/01/2014 - 1273172014

EXCESS ANNUAL LEAVE | 1/01/2014 - 1273172014

EXCESS SICK LEAVE 1/01/2014 - 1273172014
HOLIDAY BANKED 1/01/2014 - 1273172014
HOLIDAY OWVER 1YEAR | 170172014 - 124312014
LY/OP - TAKEN 1/01/2014 - 1273172014

RAILITARY - FED - TAK... | 1/01/2014 - 12/31/2014

PERSOMAL DAY 1/01/2014 - 1273172014

SICK LEAWE 1/01/2014 - 1273172014

Beginning Balance

476:20
0:00
0:00

5443
92:25
0:00
0:00
0:00
0:00
0:00
1200:00

Planned Usages

0:00
0:00
0:00
0:00
0:00
16:00
0:00
0:00
0:00
0:00
0:00

Pending Accruals
95:20
0:00
0:00
aL:40
95:20
16:00
0:00
000
0:00
0:00
95:20

Ending Balance
430:00
0:00
0:00
14425
187:45
0:00
0:00
000
0:00
0:00
1200:00
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Viewing My Calendar

Purpose

The My Calendar widget is used to view your schedule information and to view and request time off. You
can hover over a shift to view more detailed information. You can also change the view size and use the
filter at the top to show and hide particular item types in the calendar.

The following illustration shows a week wide view.

Sun 6/22 Maon 6,23 Tue 6,24 Wed 6/25 Thu 6/26 Fri 6/27 Sat6/28
[w] Time Off Request [ Time Off Request | [ Time Off Request

ANNUAL LEAVE . ANNUAL LEAVE

Navigating in a calendar

The following table describes the actions that display information in a calendar for data analysis:

Action Step

To view details of a particular day Place your cursor over a shift to view details, such as the labor
account the hours are assigned to for the shift.

To view different calendar formats -[—]
Select to view one day across the screen.

Select to view one week across the screen.

Select to view one month across the screen.

To view certain elements in your
calendar Select to display elements such as, time off requests,

holidays, scheduled pay codes, or scheduled shifts. Uncheck an
item to remove it from the display.
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Exercise

You want to review your own calendar for the current week. Access My Calendar and use the tools to
look at your calendar in different formats.

1 Locate the My Calendar widget in p=
the Employee Workspace widget. My Calendar

Note: This widget may still be 4 January
open from the previous exercise.

2 Click the gear icon on the My
Calendar widget and select

Pop-out.

3 From the Time Period drop-down,
select Current Schedule Period.

Current Schedule Period - I@ |i’§;
Previous Pay Pericd \1 k

(11
. Select Dates
Current Pay Period Enz .y
Mext Pay Period
Previous Schedule Period
. Current Schedule Period
Sp [9:00 CoC 8a-
Mext Schedule Period h]

Week to Date
Last Week
Yesterday
Today

Yesterday, Today, Tomorrow

' Yesterday plus 6 days
Last 30 days

4 You can also adjust the width of the

calendar view. — — —
Current Pay Period T] =8 i
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5 Click the Filter icon to select the

elements you want to view in your > =. Request Time Off
calendar. Uncheck an item to ¥ Holiday
remove it from the display.

v Scheduled pay codes _ThU 6/19
+ Scheduled shifts

+ Time-off requests  »

rFs
< Draft

h]
liar Regular

¥ Submitted
+ Pending
Approved
Refused
Retracted

LU

-

Cancel Submitted

-

-

6 Review information in the calendar
workspace.
7 Return calendar to By Week view.

Request Symbols
The symbols below will display on the request in the calendar, indicating the status of the request.

Submitted - for approval or cancellation

Retracted - prior to manager approval

Approved - for taking or for cancellation

Pending

SlE]GI [zl

Refused
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Requesting Time Off

Purpose

The Request Time Off screen displays a calendar to provide a consistent, easily accessible way to

request or cancel time off. eSTART forwards the request to your manager to handle appropriately.

Exercise

Your childcare provider will be unavailable next Thursday and Friday and you need to take the afternoons
off. Submit a time-off request for four hours of Annual Leave each day starting at 1 p.m. for next Thursday
and Friday.

1 From Related Items, select My
Time Off Requests. My Time Off Requests
2 In the calendar that displays, select | |t el el
Next Week from the Time Period
drop-down. Time Period: [Next Week | 6/22/2014- 62812014
View Width: ®) week () Month ) Mutiple Months
Then click the Apply button. —— — - ~ — —
Jun
3 In the calendar, click on Thursday
and Friday. The dates should | | haasdl RCaaod ool
become highlighted in light green. o
Time Period: 62212014 — 612812014
View Width: ® week ) Month () Mulliple Months
22 23 24 25 26 27
Jun
4 Select Time Off Request from the
lower left menu. Requests
Note: The My Current Requests =+ My Current Requesis
selection may be used to view
existing requests. =+ Time Off Request
5 The dates SEIECted in the Calendar *Start Date *End Date *Pay Code “Duration Start Time Length
should be populated in the Start omezse | @ | [omaoe | B | [ANOALLEAVETAKEW V]| [seedowsion v
Date and End Date fields, but can
be changed it needed.
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6

Select the Pay Code from the drop-
down list.

*Pay Code

EXCESS AMMUAL LEAVE
HOLIDAY BANK TAKEMN
LEAWE WITHOUT PAY
FERSOMAL LEAVE TAKEN
SICK LEAVE TAKEN

Select a Duration type.

If you select Full Day, your
scheduled hours will be used to
determine the amount of time
charged for each day.

If you select Hours, you must
specify a Start time and Length for
the leave time to be used for each
requested day.

Note: Requests for Hours must be
submitted in 15 minute increments.

For this exercise, select Hours.

*Duration

Select Duration
Full day
Hours

Enter the Start time of 1p (always
use am/pm) for the leave and 4 in
the Length field.

Note: The Length field contains
the number of hours being
requested.

*Duration Start Time

[ Hours v 1:00PM

Length
4:00

(Optional) Enter Notes for the

request.

10

Click Submit.

11

The request has been submitted for
approval and displays in the
employee’s calendar with the
Submitted status.

Note: Once the requested time is
approved by your manager, the
schedule will automatically be
updated to show the scheduled
leave time for the requested days.

Time Period: | Next Week | 62212014 — 6/28/2014

View Width: ®) yyeex ()

Month ' Multiple Months

-3 . Sun Mon Tus Wed

22 23 24 25

26
LR (Submitted)

7
LR (Submitted)
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Best Business Practice

All requests for time off, including doctor visits (sick leave), should be submitted through the
time clock or eSTART application.

Submit multiple requests whenever time off requests span across weekends to prevent
the request from displaying in the timecard with zero hours for those days. A request
that spans a holiday will result in the leave being charged on that day, which would
require cancelling and resubmitting the request.

=)

Tip
The Request Time Off selection within the My Calendar widget may also be used to request
time off.
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Annual Leave Cascade
A cascade defines how leave time is processed in the system. If Annual Leave is selected in eSTART,
leave will be used, based on the time of the year, in the order as described in the chart below:

Annual Leave Cascade

January 1 — July 31 August 1 — December 31
Comp Time Personal Day
Excess Annual Excess Annual
Annual Comp Time
Annual

Note
The following are not impacted by the cascade:

o Follow your agency’s policy and procedures regarding the usage of personal leave
days before August 1.

e Your holiday banked time may be scheduled by your supervisor in the quarter in
which it was earned.

If the cascade makes a change to the type of leave originally submitted, the timecard will display the
information as indicated below. The changes made by the cascade will be shaded in gray. There will be
a Historical Edits tab on the lower portion of the page. This tab will display the changes that were made
by the cascade.

In this example, the original request was for two hours of annual leave in May. Since the employee had
one hour of Comp Time and also had Excess Annual Leave time, the cascade reversed the original
request for annual leave, used the Comp Time first, then the Excess Annual Leave.

BETTH | Actions ¥ Punch ¥ Amount~¥ Accruals ¥ Comment > Approvals * Overtime ¥ Reports ¥ Leave
Date Pay Code Amount In Transfer Out In Transfer Out Shift Daily Cumu
Thu 5/08 7:58AH 800 2:00 az00 -
Fri5i09 7:588M 1:00em @ 4:30PM 00 00 56.00
Sat 510 56:00
Sun §11 56:00
Mon 512 7:55AM 1.00PH @ 4:30PM 500 800 64:00
Tue 513 T:58AM 1Z01PM 30PN 800 800 72:00
Wed 514 ANNUAL LEAVE TAKEN 200 O
Wed 5/14 COMP TIME TAKEN 1:00 @
Wed 514 EXCESS ANNUAL LEAVE 1:00 @
Wed 514 8:05AM z03PM @ 6:00
Wed 5114 ANNUAL LEAVE TAKEN 2:00 Z:00PM g:00 80:00
Thu 515 004N 200 |
< | B
TOTALS % SCHEDULE | LEAVE REPORTING PERIOD VIEW | AUDITS | COMMENTS | SIGN-OFFS, REQUESTS & APPROVALS | HISTORICAL AMOUNTS
Ef;i?ewe H‘T;:{:ﬁ“ TyEpde'rtUf AE’:UTM Ac::gunt Pa??}’:ﬂa PayTgUde S LaEnE EE
S/21/2014 SM42014 Historical Pay Code Edit COMP TIME TAKEN 1:00 (paid} Cascade Change
S/21/2014 SM42014 Historical Pay Code Edit ANNUAL LEAVET... | -2:00 (paid) Cascade Change
512112014 511412014 Historical Pay Code Edit EXCESS ANNUAL L..| 1:00 (paid) Cascade Change

The Comments tab will also display a comment to indicate the change was made by the cascade.

Wed 5/14 Cascade Change
Wed 5/14 Cascade Change
Wed 5/14 Cascade Change
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Cancelling a Time Off Request

If your need for time off changes, you may cancel or retract a request.

1 Access the My Calendar widget.

Thu 6/19 Fri &
= Time Off Request

2 Left click the Time Off Request in
the calendar.

e If the request has NOT been
approved by your managetr,
select Retract.

e Ifit HAS been approved,

Details

select Cancel. Mon 6/23 Tue
Note: Your manager must approve v | Time Off Request LT i
the cancellation. Details

3 Click Submit.

Retract Time-Off Request %]

= Submitted 4/01/2014-10:05:41AM
Maodified by Managerl, John&

Requested
Type Time Off Request
Pay code AMNUAL LEAVE TAKEN
Start date 47102014 End date 471172014
Duration Haours
Start time 1:00PM Length 4:00 h

Notes (Optional)

Tip

Cancelled request must be approved by your manager.

")

The My Time Off Requests widget in the Related Items pane may also be used to
cancel/retract time off request.

You cannot cancel part of a request. All days associated with a request are cancelled. For
example, if you originally requested three days off and then decide you only need two days,
you must cancel the original request and submit a new request for two days.
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Using My Inbox

Purpose

When one of your employees submits a message or a request for time off or another manager sends you
a request for delegation, the message displays in your eSTART Inbox. You can review these messages
in My Inbox.

Note: The My Inbox widget in the Employee Workspace is the same as the My Inbox widget you have
access to in the Manager Workspace.

Exercise

You want to review any messages you have received in eSTART. Access the Employee workspace and
open the My Inbox widget.

1 In the Employee Workspace, select
My Inbox from the Related Items ¥
¥y Inbox
pae. -
2 Click the Messages tab to review

INBOX

Last Refreshed: 12:09 PM

TASKS ‘MESSAGES )

As of Date: I E

your messages.

From Subject
IManager1, Junior& Manager1, Junior& has accepted the delegation request for Manager1, JohnA.
Exempt1, Edw ardA Exempt1, Edw ardA Leave Request 1870 starting on 01/21/2014 thru 01/21/2014
3 To read a message, select the
message and click Open. INBOX
Last Refreshed: 12:09 P
TASKS MESSAGES
As of Date: I E
From Subjec
Manager1, Juniora Manager1, JunicrA has accepted the delegation red
Exemptl1, Edw arda Exempt1, BEdw ardA Leave Request 1870 starting o
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4 After you have reviewed the
message, do one of the following: From: Exempt!, Edw ardA
Subject: Exempt1, Edw ardA Leave Request 1870 starting on 01/21/2014 thru 01/21/2014
e Click Reply to respond to
the message. Received: 12/31/2013 &:00AM (GMT -06:00) Central Time
 Click Close to close the Exempt1, Etw ardA requests leave starting on 01212014,
message and return to the
Inbox.
«  Click Delete to remove the | | el Ml Mokl ol KN
message from the Inbox.
e  Click Print to print the
message to your local
printer.
Select Close.
5 To close the My Inbox tab, hover
your cursor over the My Inbox tab .
and then click the X. ' Employee Workspace My Inbox
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Using My Reports

Purpose

There may be times when you would like to print out information such as your leave accrual balances,
schedule or timecard data. You have access to three employee reports for this information using the My
Reports widget. When you run one of these reports, it displays in a web browser tab or window, and you
print the report using the web browser’s Print options.

Exercise

The report will open in a new
browser window.

You may print the report using the
browser’s File > Print options.

1 In the Employee Workspace, select
My Reports from the Related My Reports
Items pane.
2 Select the desired report from the
Available Reports. MY REPORTS
3 Select Previous Pay Period from
the As of drop-down list. PrinkScreen =
4 Click View Report.

Available Reports

My Accrual Balances and Projections

Schedule
Time Detail

As of

Previous Pay Period

View Flert
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Using My Extended Leave Requests

Purpose

Employees can submit a request for extended leave for FMLA (Family and Medical Leave Act) or Military
Leave using eSTART. Employees who are already on leave of absence can request additional time
against an existing leave case using the same workspace. Requests for new leave cases and additional

leave time are forwarded to your Agency’s Leave Administrator.

Exercise

You have upcoming surgery and need to request FMLA leave from work. Submit a continuous leave

request for FMLA time.

1 Select My Extended Leave
Requests from the Related Items My Extended Leave Requests
pane.

2 In the My Leave Requests

calendar, click Request New
Leave Case from the Requests
list.

Reguests

= View My Leave Cases

‘ =+ Request New Leave Case }

=+ Cancel Leave Case

=+ Request Additicnal Leave Time

=+ Cancel Request for Additional Leave Time
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3 From the Leave Category drop-

down list, select the type of leave: L
Choose FMLA.
* L eave Category FMLA -
4 From t.he Leave REE.\SOH drop- * Leave Reason Serious Health Condition ~
down list, select Serious Health
Condition. Leave Frequency Continuous  +
5 From the Leave Frequency drop- | | “Leave StartDate 40172014 i
down list, select Continuous. Leave End Date i
6 From the Leave Start Date drop- Leave Hours Same hours each day -

down calendar, select 1°' Monday

. ® i i
of the foIIowmg month. Approximate Daily Leave Hours ]

7 From the Leave End Date drop- Ty L o A T

down calendar, select the date + Desoribe Details of your Request SBT3y
when you expect the leave to end. b

I———

Note: You can leave this field
blank if the end date is unknown.

For this exercise, leave the field
blank.

8 Leave Same hours each day
selected in the Leave Hours field.

9 In the Approximate Daily Leave
Hours field, enter the number of
hours you expect to take each
day.

For this exercise, key 8.

10 The Temporary Mailing Address
is an optional field that can be
used to inform the agency of the
address of the relative you are
assisting or the rehab center
where you will be staying, etc.

11 Enter an explanation of the leave
request in the Describe Details
of Your Request field.

Key Surgery.
12 Click Save.

A message displays: Notification
has been sent to leave
administrator.

Note
(*) Asterisk - Denotes a required field.
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13 Choose Next Month from the
Time Period drop down.
Click Apply.
14 The Leave Request displays as
an entry in the My Leave
Requests calendar. L] 7 8
SLFILL First Day
13 14 15
Apr
15 | To review your leave requests,
= VIEW MY LEAVE CASES
select View My Leave Cases o Dot View
from the Requests list. st | S | O | e | Pt | Oveie | Ao
-+ Request New Leave Case
 Cancel Leave Case ({.‘ Submitted FMLA Intermittent Pending :ucz’;g‘nu
-+ Request Additional Leave Time
= Cancel Request for Additional Leave Time

Note

You may cancel a leave case request from the same My Extended Leave Requests calendar
as well. Select a leave case and click Cancel Leave Case in the Requests list. Enter a reason
for cancelling the request and click Save.

Requests

=+ View My Leave Cases

-+ Request Mew Leave Case

= Request Additional Leave Time

= Cancel Request for Additicnal Leave Time

CANCEL LEAVE CASE

Leave Category
Leave Reason
Leave Frequency
Leave Start Date
Leave End Date

Leave Hours

FMLA
Family - Child
Intermittent

12712014

Same hours sach day

Reason for Canceling the Request

Approximate Daily Leave Hours 8

&)

o e
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Changing Your Password

Purpose

If you have a Network/Email ID, your Logon ID is your email address; your password is your network
password. You cannot use the Change Password widget on eSTART. Contact your agency Help Desk/IT
staff to change your password.

If you do not have an email address, your ID is firstname.lastname, your initial password is P@sswOrd.
You are required to change your password at first login. Then for future password changes, you will use
the Change Password widget.

Exercise

Follow the steps below to change your password.

Now.

1 From the Employee
Workspace, open the
Related Items pane and Change Password
select Change Password.

2 In the Old Password field,
enter the password you want | | CHANGE PASSWORD
to replace.

38 | Inthe New Password field,
enter the new password.

4 In the Verify Password User Name sandya.stamp1
field, re-enter the new
password. 0Old Password

5 Click Change Password

New Password

Verify Password

The password must not contain any of the following:

- User name

- Spaces

The password must contain all of the following:
- Uppercase letters

- Lowercase letters

- Numbers

- Mon-alphanumeric characters

The password is limited by the following:

- Minimum length: 8
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